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PREFACE

This book is designed for immediate, practical use by human resources directors, personnel managers, employee 
relations managers, general managers, and employers in every industry. Its purpose is to provide business management 
with the most practical and efficient approach to developing, drafting, publishing, and distributing employee handbooks.

The first edition of How to Develop an Employee Handbook was published in 1991. This new edition has been 
completely updated and expanded to reflect the dynamic changes and challenges facing those responsible for human 
resources management and communications with employees at all levels. This volume will enable its users to keep 
abreast of important new employment regulations affecting every conceivable type of personnel policy and procedure, 
including employee benefits administration, that is usually covered in an effective employee handbook.

There are few, if any, basic personnel procedures, benefits, standards of performance, or work rules that are not affected 
by either federal or state regulations that must be considered and complied with by those responsible for drafting, 
revising, and publishing employee handbooks.

In addition, judicial review of employee handbooks has increased significantly, with particular attention given to 
analyzing whether an employee handbook is a bona fide "employee contract" and whether the employee handbook can 
be a bane or a blessing for employees in upholding the "employment at will" doctrines of various state laws. Moreover, 
litigation has been ongoing about the content of employee handbooks and other personnel policies and procedures in 
connection with alleged "wrongful discharge" discrimination lawsuits, as well as other discrimination charges filed by 
terminated employees alleging age, sex, race, religion, or other charges of discrimination.

Because of this continuing legal scrutiny, we caution our readers and subscribers to keep abreast of the new and 
changing employment law cases currently being reviewed in both the state and federal court systems.
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In SESCO's fifty-one-year history of consulting with business and industry, we have found that one of the greatest challenges experienced by an 
employer is having to draft and finalize a personnel policy or procedure for the organization. The time element and the pressures of other 
important business matters have caused many businesses, large and small, to procrastinate in this important phase of supervisor-employee 
communications, yet policies are certainly needed for productive and profitable employee relations.

This new edition has been published to meet the continuing need of large and small employers for a simple, how-to-do-it approach to developing 
an employee handbook. Each section begins with a "Handbook Checklist" to provide the user with a practical and systematic approach to 
formulating and outlining desired handbook policies covering all important phases of the employer-employee relationship. The person using this 
manual can simply place a check mark in the blank beside the subject dealing with a particular policy to be covered in the employee handbook. 
This checklist is the first step in tailoring personnel policies to fit the particular needs of each employer.

More important, the checklist is designed to stimulate thinking about various aspects of policy that should be formulated and covered in any 
manual. Recommendations of the SESCO staff on various key aspects of personnel policy are included in several sections.

Sample policy statements are also included. These examples enable the policy writer to review sample handbook policies that, in the author's 
judgment, possess the following desirable characteristics:

1.
Policies should provide an organization with flexibility and a high degree of permanency.

2. Policies should be harmonious with all other personnel policies.

3. Policies should be designed to meet the individual needs and differences of employees and supervisors.

4. Policies should be in compliance with all federal and state regulations.

5. Policies should be clear and concise, yet avoid too much detail.

6. Policies should never be a liability to the interest of anyone involved in the employer-employee relationship, including owners and 
the public.

7. Policies should provide for effective communication and understanding by all interested parties and users of the policy manual.

8. Policies should reflect careful study and analysis before being formulated and administered.
 

The numerous examples of handbook statements are of much practical value because they provide ideas on current policy language. They
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will help in formulating concise terminology as you draft your own handbooks.

A final note: All policies, statements, and examples cited and used in this manual should be considered as guides and 
ideas to assist you in appropriately addressing your specific needs and requirements. The particulars of your 
organizational demands will largely dictate the changes needed to customize the handbook policies.

We are deeply indebted to the many organizations and clients with whom we have worked over the years. We are 
particularly grateful to these companies that provided us with their employee handbooks and that gave us permission to 
use their company name or their handbook statements. However, because of the confidential nature of many policies, 
several companies have requested that their names not be mentioned in this publication. Therefore, no specific footnote 
or reference is made to identify many of the contributors of these various handbook statements.

JOSEPH W. R. LAWSON II 
CHAIRMAN OF THE BOARD AND CHIEF EXECUTIVE OFFICER 
SESCO MANAGEMENT CONSULTANTS
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SECTION 1 
DEVELOPING AN EMPLOYEE HANDBOOK: OBJECTIVES AND CONCERNS

1.01
Management Objectives

a. Advantages of an Employee Handbook to the Employer

b. Advantages of an Employee Handbook to Supervisors

c. Advantages of an Employee Handbook to Employees

d. Advantages of an Employee Handbook to Union-Represented Employees

1.02 Management Concerns

a. Employee Handbooks vs. Personnel Policy and Procedures Manual

b. Developing Both an Employee Handbook and a Personnel Policy and Procedures Manual

c. When to Revise or Update an Employee Handbook

d. Management's Right to Revise and Update Policies and Procedures

e. Caution on Revising Handbooks for Union Employees

f. Company Conditions Necessitating Revision of Employee Handbooks

g. Revising an Employee Handbook May Not Solve Language Problems

h. Do You Need More Than One Employee Handbook?
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1.01 
Management Objectives

Should your organization have an employee handbook? If you believe that consistent, clear employer-employee 
communication is vitally necessary for productive and profitable employee relations, then your business organization, 
regardless of size, should not attempt to operate without a clearly worded, up-to-date employee handbook.

An employee handbook is a basic written publication that is designed, published, and distributed for the purpose of 
providing employees and their family members with two major pieces of information:

1.
What can employees and their families expect from your company?

2. What does your company expect from its employees?
 

Between the covers of a well-written and published employee handbook, those two vital questions are answered clearly, 
persuasively, and honestly.

Although face-to-face and one-on-one management-employee communication is most important and essential to 
establishing and maintaining your management credibility (earning the trust, confidence, and respect of employees), it is 
too easy for verbal explanations given by management and supervisors to be forgotten, misunderstood, or 
misinterpreted. You need to put in writing all the details, facts, and procedures that concern both employees and their 
supervisors. Such written or printed personnel policies and procedures reinforce the intent as well as the practical 
understanding of personnel and benefits policies, standards of performance, safety and health rules, and the like. By 
publishing and distributing this information in an employee handbook, you can measurably improve the management-
employee communication that is the hallmark of a successful business organization.

An important employee handbook objective is to serve as management's fundamental, published communications tool 
so that employees and supervisors can understand what your company expects from employees and what employees can 
expect from your company. One important purpose or objective of employee handbooks is to promote consistency in 
the day-to-day administration of personnel and benefits policies. A second objective is to prevent the employee 
misunderstandings, complaints, grievances, and job dissatisfactions that often occur due to a lack of understanding of 
personnel and benefits policies.

a 
Advantages of an Employee Handbook to the Employer

The following are a few important benefits to an employer in having an up-to-date, published employee handbook:
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1.
An employee handbook promotes understanding of company personnel and benefit policies. Properly written and kept current, the 
employee handbook is the basic management communications tool for explaining to employees the advantages and benefits of 
working for your company. It can clarify all important employment policies, including pay, benefits, performance standards, 
discipline, customer service, and other employee obligations.

2. An employee handbook promotes consistency and management credibility. A published employee handbook, distributed to all 
employees and supervisors, is your road map for consistent, fair, and firm personnel administration and human resources 
management. It also gives your management team a practical communications tool to use daily in administering personnel and 
benefits policies and procedures.

3. An employee handbook can save valued time and management operating cost. An employee handbook saves management substantial 
time and operating cost since it allows them to avoid day-to-day, week-to-week, spontaneous, lengthy ''brainstorming" sessions to 
decide how to handle questions regarding various employment and benefit policies and procedures.

4. An employee handbook is an efficient new-employee orientation management tool. An employee handbook is the most practical and 
useful management communications tool in the induction and orientation of new employees. Providing a copy of the handbook to the 
new employee creates a favorable impression and provides excellent two-way communication between the human resources manager 
or supervisor and the new employee.

5. An employee handbook is an effective management recruiting tool. An attractive employee handbook can be presented to prospective 
employees to provide a positive, persuasive image of your organization and to highlight your major personnel and employee benefits 
policies. Your employee handbook can persuade quality, skilled employees to choose your organization over a competitor in a tight 
labor market.

6. An employee handbook is an effective "union avoidance" management communications tool. One of the most important advantages 
enjoyed by union-free employers is the freedom to establish and maintain a positive, union-free work environment without the 
restrictions on management's rights to operate the business and the limitations found in most collective bargaining agreements.

The employee handbook replaces the labor contract in a union-free company. A current, well-written employee handbook provides 
union-free employees and their families with important facts about the company and the advantages of working in an organization 
that does not have an adversarial
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relationship with a labor organization and the restrictions and cost of union membership.

The employee handbook in a union-free organization is an absolute must if management is to avoid defending itself against a 
persuasive union organizer who convinces employees that they need to have their employee benefits, personnel policies, and 
performance standards "in writing" in the form of a union contract and who tells them, "Your employer can take away your present 
benefits and change your personnel policies at any time because they are not in writing or distributed to you."

7. An employee handbook documents your fair employment practices and compliance with federal/state equal employment opportunity 
laws. The employee handbook is written, good-faith evidence that your company is committed to fair employment practices and 
equal employment opportunity for current employees and future job applicants. The enactment of Title VII of the Civil Rights Act 
focused attention on human resources policies in companies. A handbook should be the basis of good-faith efforts to prove 
nondiscrimination and to provide equal employment opportunity to everyone in all phases of human resources action. In 
communicating your equal employment opportunity policy, you may find it necessary to simply reaffirm your past policy. On the 
other hand, many organizations today are faced with the responsibility of establishing fair employment practices that comply with 
new laws.

8. An employee handbook puts the employer in compliance with requirements that it communicate in writing certain personnel and 
benefits policies required by state law. The following states, for example, require written rules detailing areas where smoking is 
prohibited on company property:

∗ Arizona

∗ California

∗ Connecticut

∗ Delaware

∗ Florida

∗ New York

∗
Rhode Island

* Tennessee

9. An employee handbook assists the employer in complying with federal guidelines. These guidelines require that employees be 
notified annually of certain employee benefit descriptions and data under the Employee Retirement Income Security Act of 1974 
(ERISA) and Section 89. In addition, Executive Order 11,246 requires government contractors
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to comply with regulations forbidding sex discrimination and pertaining to written policies for maternity disability leaves and other 
employee benefits.

10. An employee handbook can be a valuable legal defense for an employer faced with an employee lawsuit alleging that the former 
employee was entitled to a certain length of employment or "permanent" status. A properly worded, up-to-date employee handbook 
will contain a disclaimer statement that documents the fact that neither the handbook nor the personnel policies or benefits 
statements it contains are for the purpose of establishing an employment agreement or employee contract with anyone. Properly 
worded disclaimers provide the employer with a persuasive defense to employee claims that the handbook is a contract, provided 
that the wording as well as the intent of the disclaimer statement is clear.

In a number of recent court cases, if the employer had not had a current, clearly worded employee handbook with properly worded 
disclaimer statements, the employer would have been vulnerable to an employee lawsuit based on oral or verbal promises made to 
former employees during their employment on matters such as job security, permanency of employment, or job tenure, or based on 
verbal statements made to former employees during the hiring process, performance appraisal reviews, or disciplinary interviews 
regarding additional compensation.

Although employers cannot avoid all potential lawsuits by including a properly worded disclaimer statement in a revised employee 
handbook, we recommend that when employers begin revising their employee handbooks, they include not only a properly worded 
disclaimer statement but also provide a "reservation of rights" clause, which informs employees that management has the right to 
modify or change personnel policies, working conditions, and employee benefits at its discretion. (See Section 5.16 for sample 
"reservation of rights" clauses and disclaimer statements.)

 

b 
Advantages of an Employee Handbook to Supervisors

Employee handbooks have provided important advantages and benefits to all levels of supervision. The following are several of the most important 
advantages of having an up-to-date, clearly stated employee handbook:

1.
An employee handbook is the supervisor's reference manual and human resources guidebook. It provides the supervisor with a written 
quick reference guide to company personnel policies and benefits
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practices that apply to his or her subordinates on a day-to-day basis. Although some levels of supervision may have access to a 
company personnel policy and procedures manual (which contains substantially more detail), the employee handbook provides a 
more convenient and practical summary of the most important and most widely used employee benefits policies, standards of 
performance, work rules, and statements of what employees can expect of the company.

2. An employee handbook is a positive reminder to supervisors of the important need for consistency in their day-to-day "people" 
management responsibility. The employee handbook reinforces the supervisor's day-to-day responsibility for supervising her 
employees fairly, firmly, and consistently and for administering company performance standards and personnel and employee 
benefits policies.

3. An employee handbook bolsters the confidence of the newly promoted supervisor, foreman, or lead person. Newly promoted 
supervisory personnel need to receive training in their new people management responsibilities and in the communications skills 
required to work effectively with their new subordinates. The employee handbook can help the newly promoted supervisor understand 
what the supervisor should expect of employees in the day-to-day work environment.

4. An employee handbook provides the supervisor and his employees with common ground for mutual understanding of the employee's 
responsibilities in the workplace. When supervisors find it necessary to provide corrective discipline to employees for failure to meet 
company standards and expectations in terms of attendance, punctuality, productivity, performance or safety, they can refer to the 
employee's handbook for documentation of those standards and expectations. The employee handbook thus reinforces the supervisors' 
authority and responsibility by providing published company work performance standards and expectations.

5. An employee handbook saves much time for supervisors. Without written personnel policies and procedures, standards of 
performance, guidelines for progressive discipline, and eligibility requirements for various employee benefits programs, supervisors 
have to spend much costly time in getting answers to the questions raised by employees on a day-to-day basis. Thus, the supervisor, 
plant manager, superintendent, or human resources manager will be involved in countless, costly time-consuming meetings 
brainstorming about which policy or personnel practices and procedures should be applied to various employee questions and about 
what the company policy and practice should be regarding various daily on-the-job problems.
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c 
Advantages of an Employee Handbook to Employees

Since employee handbooks have been developed, published, and distributed to employees, one would naturally expect that the primary benefits 
and advantages of an employee handbook should focus on the employees and their families. The following are the major advantages and benefits 
to employees of having a current, clearly stated, attractive employee handbook:

1.
An employee handbook provides new employees with their first employee education and orients them to what is expected of them in 
their new job in terms of on-the-job performance. It also provides employees with their first education, orientation, and understanding 
of what they as new employees can expect from their new employer. The handbook is a basic employer-employee communications 
guidebook that helps new employees get off to a good start in the company.

2. An employee handbook provides the new employee's family with a basic understanding of all employee benefits available to the 
employee and dependents and of the eligibility and waiting period necessary before certain benefits become effective. By 
communicating the employee benefits program and the eligibility and dollar value of employee benefits, the handbook helps the 
company and the employee's family begin developing a positive, favorable working relationship. When an employee's family has 
read the new employee handbook, it can come away with a favorable first impression of the company. Unless the company provides 
on-site family functions such as periodic open houses, company picnics, or other employee-family gatherings, the family can benefit 
from and appreciate the company more when the members have access to an up-to-date, comprehensive employee handbook.

Throughout the employer-employee employment history, the employee handbook will be used as a reference manual by the 
employee's family when questions arise regarding eligibility for certain benefits such as insurance coverages, personal leaves of 
absence, and additional paid time off.

3. An employee handbook can be a very important, useful company publication in attracting desirable new employees in the employee 
recruiting process. In tight labor markets or in cities and communities where highly skilled employees are difficult to locate and 
attract, prospective employees can be given a copy of the employee handbook during the pre-employment interview. The employee 
handbook can
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be the company's "winning edge" by projecting a favorable image of the company and by its description of what the prospective 
employee may expect from the company in terms of working conditions, employee benefits, performance standards, and opportunity 
for advancement.

4. An employee handbook provides employees with a sense of self-esteem and job security. An employee handbook can support a 
motivating workplace environment because it can serve as tangible proof to employees that management does care enough about 
them that it wants them to clearly understand what they can expect of the company. The contents of an employee handbook can 
provide effective employee recognition and appreciation through the writing style, content, and format. Although the employee 
handbook should not serve or be intended as an employee contract or employment agreement, the handbook can be effectively 
drafted and published in a format that clearly tells employees that they are essential and important to the company's continued growth 
and operating success.

The handbook can also create the favorable impression in the minds of employees that the company values their suggestions and 
constructive criticism on how the company can be a more productive, profitable organization, as well as on how the company can 
improve job satisfaction and provide a sense of job security for employees and their families.

 

d 
Advantages of an Employee Handbook to Union-Represented Employees

It is recommended that a separate employee handbook or handbook supplement be provided all employees in bargaining units represented by a 
labor organization. This prevents employees in the union from claiming they should have the same benefits as those outlined in the employee 
handbook for nonunion employees if benefits are different from those contained in the labor agreement. Furthermore, the employer cannot make 
unilateral changes in the compensation, employee benefits, and working conditions of employees represented by the union without discussing or 
negotiating the proposed changes with the union representative before implementing them.

One of the more important reasons to provide a separate employee handbook to employees in a union bargaining unit is to reinforce the fact that 
they, too, are valued employees of the company and are not treated simply as "union members." An attractive employee handbook, correlated with 
the contents of the labor agreement clauses and contract language, can be a positive, pro-employee relations management communications tool 
with union-represented employees and their families.
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Furthermore, should a majority of those union-represented employees choose to exercise their federal right to decertify 
the union as their exclusive bargaining agent, the existence of a valid employee handbook that summarizes and 
highlights their major employee benefits, seniority rights, and "fair treatment" language can be a reassuring company 
document that may deter false fears that they will have no employee rights, privileges, or benefits if they vote out the 
union at the end of the contract term.

1.02 
Management Concerns

a 
Employee Handbooks vs. Personnel Policy and Procedures Manuals

What is the difference between an employee handbook and a corporate personnel policy and procedures manual? This 
question is often raised by employers when contemplating the initial development of an employee handbook. The 
company or corporate personnel policy and procedures manual and the company's employee handbook are two entirely 
different company publications. Both are distinctive company documents having different audiences and different 
objectives and purposes.

Ideally, the company personnel policy manual should be drafted, published, and distributed before the drafting, 
publication, and distribution of an employee handbook. The purpose of a personnel policy manual is to provide 
employers, human resources directors, industrial relations directors, and supervisors with a systematic approach to 
administering personnel policies and practices. The policy manual should be designed as a fundamental 
communications tool for these members of management to help clarify policies and practices and thus prevent morale 
problems, complaints, and grievances before they arise. The typical company personnel policy manual is distributed 
only to these management representatives, including department heads and, usually, middle-management personnel.

The personnel policy and procedures manual is a living management document that is never final. It is a detailed 
manual, usually bound in an 8 1/2" × 11" three-ring notebook format, that consists largely of comprehensive, detailed 
company policies and procedures covering all phases of human resources management, including the following major 
areas:

*
Employment, induction, and orientation

* Attendance and absenteeism

* Wage and salary administration
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*
Management development and training

* Employee benefits administration

* Seniority, promotions, transfers, and layoffs

* Conduct, discipline, and termination

* Complaint and grievance procedures

* Employment expenses and reimbursement

* Federal regulations affecting personnel policies and procedures

* Leaves of absence
 

The personnel policy and procedures manual typically provides the management team with a detailed policy statement, 
a statement of the purpose of the policy, and procedures for administering the policy. On the other hand, the employee 
handbook or manual is primarily developed and published for the employees and their families. It is written in a more 
informal, positive style and format, and the content is in a substantially briefer format, containing a summary of the 
employer's major employee benefits, personnel policies, and performance standards. Whereas the corporate personnel 
policy and procedures manual has a restrictive, limited distribution to management and supervisory personnel, a copy of 
the employee handbook is usually provided to everyone within the organization, including managers and supervisors.

b 
Developing Both an Employee Handbook and a Personnel Policy and Procedures Manual

Since the employee handbook and the personnel policy and procedures manual of a company have different audiences 
and different purposes and objectives, they are never intended to be a substitute for each other. The employee handbook 
does not and should not contain the substantial details, procedures, explanations, and reasoning behind each personnel 
policy and procedure of the company. The corporate personnel policy and procedures manual is a detailed road map for 
the management team to follow in its day-to-day management of human resources, explaining the "why," "when," and 
''where" of all company personnel policy and procedures.

Consistency is a must for both personnel policy manuals and employee handbooks. Although many smaller employers 
(those with fewer than one hundred employees) normally do not have the company personnel policy manual published 
or implemented, most do have the employee handbook published and distributed to everyone. Where there exist both a 
corporate personnel policy manual and an employee handbook, it is essential that the policies and procedures outlined in 
both documents reflect the following standards:
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1.
All personnel and benefits policies contained in the two publications should be consistent in content, intent, and eligibility.

2. Personnel policy and benefit programs must be in compliance with all applicable federal and state regulations.

3. All personnel and benefit policies should be clear, concise, and up to date.

4. Personnel and benefit policies in both the employee handbook and the personnel policy and procedures manual must be 
administered consistently in order for both management publications to retain their credibility among management and employees.

5. The audience for each publication should be identified in the introductory section of each. The introductory portion of the employee 
handbook should spell out which groups of employees are subject to the personnel policies, benefits, and work rules outlined in the 
handbook.

 

c 
When to Revise or Update an Employee Handbook

It is management's responsibility to ensure that the employee handbook is in compliance with federal and state employment regulations that 
impact directly on personnel policies and employee benefits programs and that they are up to date. There is no "average life expectancy" for an 
employee handbook. Although numerous employers have published and distributed employee handbooks without revision over a period of three 
to five years, that practice can have a costly impact, given today's rapidly changing regulatory enforcement of company personnel policies and 
benefits programs by both federal and state agencies.

It is important to establish and maintain a current employee handbook that clearly and accurately describes your employment policies, benefit 
programs, and standards of performance. It is equally important that all such personnel policies, benefit programs, and employment standards be 
in compliance with the latest enforcement policies of federal and state agencies, such as the Equal Employment Opportunity Commission 
(EEOC), National Labor Relations Board (NLRB), Office of Federal Contract Compliance, and various state "human rights" commissions.

d 
Management's Right to Revise and Update Policies and Procedures

When the employer's "audience" of employees consists of people in job classifications and departments that are not represented by a labor 
organization, the employer has the right to revise and update personnel
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policies, benefits programs, compensation programs, and working conditions unilaterally.

e 
Caution on Revising Handbooks for Union Employees

When there is a union agent representing employees in a bargaining unit and when these employees are provided with an employee handbook in 
addition to their labor agreement, it is important that management carefully review any collective bargaining obligation it may have to discuss 
with the union representative any proposed changes or revisions in the employee handbook that involve the subject or content of "wages, benefits, 
and working conditions." In such cases, the union representative should be notified and informed of the revision or changes before they are 
republished and distributed to employees in the bargaining unit.

f 
Company Conditions Necessitating Revision of Employee Handbooks

We recommend that the personnel policies, employee benefits, working conditions, and standards of performance stated in employee handbooks 
be carefully reviewed and rewritten, republished, and redistributed under the following conditions and circumstances:

1.
Revise and update the employee handbook when company employee benefits, eligibility for benefits, or significant changes have 
occurred in existing personnel policies and procedures, standards of performance, or work rules.

2. Revise and update employee handbooks when significant federal or state employment laws are enacted or amended and when new 
or revised federal or state implementing regulations are issued. Occasionally, significant employment law court decisions (especially 
decisions by the U.S. Supreme Court) may impact handbook policies.

3. Revise and update the employee handbook if and when a group of the company's employees become unionized in an appropriate 
bargaining unit after the union is certified as the bargaining agent of the National Labor Relations Board. Newly unionized 
employers will be regulated by the NLRB and will be required to "bargain in good faith" over all employment conditions, employee 
benefits, personnel policies, and working conditions with the certified union bargaining representative.

Section 8(a)(5) of the National Labor Relations Act requires an employer
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to "bargain in good faith" with the union representative over the subject areas after the union is certified by the NLRB. This section 
of the act makes it an unfair labor practice for an employer to refuse or fail to bargain in good faith with the union representative 
over any proposed changes in wages, benefits, or working conditions that may have been published and distributed in the previous 
or current handbook. If the subject matter of the employee handbook is considered a "mandatory subject of bargaining" by the 
NLRB, the newly unionized employer has an obligation to discuss the proposed changes with the union before making them 
effective or before implementation and communication with employees.

4. Revise and update the employee handbook if the current employee handbook has not been carefully screened for terminology, 
employer statements, and wording that might cause the handbook to be considered a "binding contract" between the company and 
employees. There are practical guidelines employers should follow to lessen exposure to employee lawsuits alleging wrongful 
discharge or other so-called contract claims. Some employee handbooks are not properly worded and contain language and phrases 
that directly or indirectly imply "guarantees" or requirements that must be met before employees can be terminated. These are 
several subject areas that should be audited by the employer and the human resource manager on a regular, recurring basis:

* Avoid employee handbook language that states employees will be terminated only "for just cause." This can destroy or limit the 
employer's right to terminate an employee "at the will" of the employer under various state laws (see Section 6.02).

* Avoid using the term probationary period in describing the initial tryout or introductory period of employees.

* Avoid language such as "employees may be terminated with or without cause" during the "probationary period," because it may 
lead people to believe they must be terminated "for cause" after the completion of the probationary period.

* Avoid describing in detail a "progressive discipline" procedure in the handbook unless you are prepared to consistently follow the 
procedure before terminating an employee. The following is an example of a progressive discipline procedure:

First offense verbal correction

Second offense written correction

Third offense suspension

Fourth offense discharge
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*
Avoid handbook language referring to "job security," "steady work," or "permanent" employees.

 

g 
Revising an Employee Handbook May Not Solve Language Problems

The mere issuance of an amended employee handbook does not necessarily solve problems created by an earlier version. This was the case in 
Thompson v. Kings Entertainment Company, 674 F. Supp. 1194 (E.D. VA 1986).

Thompson was employed as a sign painter at Kings Dominion, a theme park. In 1980 an employee handbook was issued (the 1980 
Handbook) that defined "dismissal" as "a separation initiated by Kings Dominion for cause." In 1984, theme park was sold, and in July 
1985 the new owner issued a new employee handbook (the 1985 Handbook). Thompson signed a statement acknowledging receipt of the 
new handbook, which provided that either the employer or the employee "may terminate [the] employment at any time with or without 
cause and with or without notice." Shortly after the issuance of the 1985 Handbook, Thompson was discharged. He subsequently sued 
his employer alleging that he had been fired "without cause" and in violation of the 1980 Handbook.

In deciding upon a motion for summary judgment filed by the employer, the court ruled that the 1980 Handbook constituted an offer of 
employment terms that Thompson had accepted. From the statements contained in the handbook, "a reasonable jury could find that an 
employee having accepted the [handbook's] offer could only be discharged for cause." Although the court acknowledged that the 
issuance of the 1985 Handbook could have resulted in alteration or amendment of those employment provisions incorporated from the 
1980 Handbook, the court did not believe such amendments became effective automatically upon the issuance of the new handbook. The 
court construed the 1985 Handbook to be an offer of employment that Thompson could have rejected or accepted.

Following the court's analysis, it was assumed that the employer had bargained away its right to terminate the employee without just 
cause by issuing the 1980 Handbook. "To permit that employer to unilaterally convert the employee's status to terminable-at-will 
merely by issuing a second handbook to that effect would do violence to the [earlier] policy." In order to find that the new contract 
terms had been "accepted" by Thompson, the court felt that the employer "must demonstrate that Thompson was aware of the 
handbook, that he understood that its terms governed his employment, and that he worked according to those
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terms." The court concluded that the employer had not demonstrated that Thompson worked with the 
understanding that the 1985 Handbook governed his employment. Accordingly, the court found in favor of the 
employee, declaring that the mere fact that the employee continued to work did not constitute acceptance of 
the new terms where the employee previously had been granted the right to work until discharged for cause.

Employers must consistently follow the revised personnel and disciplinary policies of a revised, amended handbook. In 
a case decided February 11, 1988, the Circuit Court for the City of Richmond permitted three lawsuits to go forward 
against Virginia Electric and Power Company (VEPCO). In three separate cases (Byer v. VEPCO; Kincaid v. VEPCO; 
and Powell v. VEPCO), former employees charged that VEPCO violated provisions of the VEPCO employee handbook.

Each plaintiff was hired by VEPCO in October 1981 as a physical security officer at VEPCO's North Anna 
Power Station. In 1986 each plaintiff was questioned about his possible use of marijuana at a private party in 
Louisa, Virginia, in October 1981. Each plaintiff admitted using marijuana at the party. None of the plaintiffs 
was cited for misconduct for this incident, and there was no evidence that VEPCO knew about the incident 
before 1986. At all times before 1986, each plaintiff had been an exemplary and exceptional employee and 
had consistently received good evaluations. After their discharge, VEPCO issued the following memorandum:

The Company's policy is that illegal use of drugs, on or off duty, by security personnel or supervisors 
impairs their ability to enforce Company policies. Therefore any illegal involvement by these employees 
will result in termination. [Emphasis supplied.]

At the time the plaintiffs used marijuana in 1981, the employee handbook had no language similar to that 
contained in the memorandum. The handbook then in effect contained the following statement:

Every employee should clearly understand that a co-worker under the influence of intoxicants, self-
administered drugs, or narcotics poses a threat to their personal safety which may result in serious injury 
or death. The use of intoxicants while on the job is prohibited and can result in suspension or 
termination. The illegal use, possession of or sale of narcotics, hallucinogens, depressants, stimulants or 
marijuana on Company business or Company property can result in suspension or termination. The use 
of narcotics, hallucinogens, depressants, stimulants or marijuana off Company premises which affects an 
employee's ability to perform his/her job, or which
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generates publicity or circumstances which adversely affect the Company or its employees can result in 
discipline, including possible suspension or termination. [Emphasis supplied.]

The employee handbook was not amended to include the memorandum language until well after the plaintiffs 
used marijuana at the party in 1981.

After finding that the plaintiffs had contracts of employment with VEPCO, the court permitted the plaintiffs to 
prove at trial that VEPCO wrongfully terminated them under the handbook in effect when the marijuana use 
took place. The court said:

Thus, if plaintiffs' employment contracts were contracts under which they could only be terminated for 
just cause and if just cause in 1981 in connection with marijuana use was defined only by defendant's 
drug policy as set out in the Employee Policy Manual, it cannot be said that plaintiffs' admissions of 
marijuana use off Company premises in October, 1981, based solely on the allegations of the motions for 
judgment, constitute just cause for their terminations. [Emphasis supplied.]

It cannot be emphasized too strongly that an employer must comply with the provisions of an employee handbook or 
policy manual. Progressive discipline procedures must be followed to the letter, and thorough indoctrination of all 
supervisory personnel in carrying out such procedures must be a continuous process. Furthermore, an employer must 
ensure that the punishment fits the crime in all cases, that is, that one supervisor is no more lenient than another in 
determining when to issue reprimands.

h 
Do You Need More Than One Employee Handbook?

In the developing an employee handbook for the first time, it is important that the company focus on the "audience"the 
intended readers and users of the handbook. This is obviously important in determining the handbook's content and 
subject matter. Many smaller companies have only one employee handbook that is drafted, published, and distributed to 
all employees in the organization, including supervisors, office and administrative personnel, sales, and production and 
maintenance employees.

It is common to find two employee handbooks in companies where there are both a fairly significant number of 
employees in salaried exempt or salaried nonexempt classifications and a significant number of hourly paid "production 
and maintenance" employee classifications. The exception to this generalization is companies in which both groups of 
employees
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can become eligible for the same employee benefits and are employed and supervised under the same type of personnel 
policies and performance standards.

For employers who have office or plant facilities in different states or municipalities, the content of the employee 
handbook must be carefully monitored to be certain that all personnel policies, employee benefits, and company 
regulations, such as no-smoking policies, comply with local and state regulations.

However, in medium-size and large corporations, it's not unusual to find more than one employee handbook to address 
the need for different subject matter and content caused by different job classifications, different geographical locations 
of the facilities, and different employee benefits, working conditions, and personnel policies. Moreover, as previrusly 
noted, employers who have employees in collective bargaining units represented by a labor organization usually have a 
separate employee handbook supplement that is provided to employees who either are members of the union or work in 
the bargaining unit represented by the labor organization. The employee handbook or handbook supplements provided 
to employees represented by a labor union must not differ from the worded intent of their current labor agreement 
regarding compensation, benefits, standards of performance, work rules, employee rights, seniority rights, and other 
employee benefits.
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SECTION 2 
DEVELOPING AN EMPLOYEE HANDBOOK: RESPONSIBILITIES FOR DRAFTING, EDITING, AND PUBLISHING

2.01
Assigning Responsibilities for the Initial Draft or Revision

2.02 Primary Responsibilities of the Employee Handbook Committee

2.03 Supervisory Involvement in Developing an Effective Employee Handbook

2.04 Distributing an Employee Handbook Development Checklist to the Management-Supervisory Team

2.05 Using Employee Suggestions in the New or Revised Employee Handbook

2.06 Sources of Important Personnel Policy/Employee Benefit/Employment Data

2.07 What Should and Should Not Be Covered in an Employee Handbook

a. What Should Be Excluded From Employee Handbooks?

b. Remember Your Audience When Drafting the Handbook

2.08 The Organization and Format of Your Employee Handbook

2.09 Writing a Draft of the Employee Handbook

a. Get the First Draft Proofed and Reviewed
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2.10
Publishing the Employee Handbook

2.11 Keeping Your Employee Handbook Up-to-Date

a. Getting Ready for Your Next Handbook Revision

b. Making the Revision

2.12 Preparing for Final Production of the Employee Handbook

2.13 Receiving the New or Revised Employee Handbook From the Printer

2.14 Appendix

Exhibit 2-A1. Sample Letter to Employees with Handbook Questionnaire

Exhibit 2-A2. Employee Handbook Questionnaire

Exhibit 2-A3. Sample Table of Contents

Exhibit 2-A4. Sample Index
 

2.01 
Assigning Responsibilities for the Initial Draft or Revision

After you have considered the numerous practical benefits and employee relations advantages of developing and publishing your first employee 
handbook or of revising and updating your current employee handbook, your next step is to assign this important project to someone within your 
organization.

Ideally, the initial employee handbook, as well as all revisions, should be authorized and approved by top management. Usually the 
responsibility of developing the initial employee handbook or revising current handbooks is assigned to the human resources or personnel 
department of the organization. Thus, the director of human resources or the personnel manager has the primary responsibility for seeing that the 
employee handbook is properly drafted, edited, published, and distributed. Since the initial and subsequent decisions regarding the contents of a 
new employee handbook or the necessary changes or additions to a current handbook involve responsible and technical tasks, it is recommended 
that the management person assigned the responsibility for this project serve as the editor as well as the chairperson of the Employee Handbook 
Committee.

The editor should have the authority to set up a small committee to assist in gathering the data necessary for producing a complete and 
comprehensive handbook. The committee should, in effect, do some of the legwork required in bringing information to the committee 
chairperson.

Because the organizational structure of companies and organizations
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varies greatly, the choice of a project leader requires some consideration. Although the human resources department is an obvious source, many 
small organizations don't have a full-time human resources person or an individual with sufficient skill to handle the job.

However, in every organization there are several people who know current policy and perhaps formulate it on a day-to-day basis. One of these 
people should have enough background to take charge of the project. This person can be aided by a committee of individuals who have working 
knowledge of the various departments: Someone from human resources has background on employee relations, someone from accounting has 
access to wage and salary administration, and an industrial relations person knows much about the union contract.

The Handbook Committee should be small enough to be functional. The committee's initial task is to gather data from specified departments. 
Individual members can make recommendations and should carefully review the area of policy within their realm. It is wise to establish specific 
policies and timetables for efficient development and publishing of the handbook.

2.02 
Primary Responsibilities of the Employee Handbook Committee

The Employee Handbook Committee, appointed by the director of human resources or the general manager, has the following primary 
responsibilities in preparing the initial or revised draft of the employee handbook for final publishing and distribution to employees:

1.
Determine what should be covered in the employee handbook and what should be excluded from the new or revised employee 
handbook

2. Review an available ''Employee Handbook Development Checklist" to assist in determining the subject matter to be included or 
excluded in the initial or revised employee handbook

3. Audit, reread, and evaluate current employee handbook contents for sections or topics that need to be updated and revised to comply 
with new federal or state employment laws (e.g., employment-at-will cases, wrongful discharge cases)

4. Assist in the drafting of assigned topics or sections of the employee handbook as assigned by the employee handbook editor/
chairperson

5. Assist in collecting up-to-date, accurate data on personnel policies and procedures, employee benefits, and wage and salary 
administration
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before preparing the initial draft of the employee handbook or the revision of the current employee handbook

6. Involve other department heads, managers, and supervisors in collecting current data for drafting employee handbook policy 
statements

7. Request that managers, department heads, and supervisors carefully read all drafts of the new or revised employee handbook 
manuscript for accuracy, clarity, and consistency before preparing a final draft for printing

8. Assist the handbook editor/chairperson in determining the format, cover design, binding, and size of the employee handbook and the 
quantity to be printed and in reviewing bids from graphic arts printing companies

9. Assist the handbook editor/chairperson in selecting final artwork, illustrations, cartoons, or photographs to be included in the 
employee handbook

10. Assist the editor/chairperson with effective promotion and distribution of the employee handbook after printing
 

2.03 
Supervisory Involvement in Developing an Effective Employee Handbook

The Handbook Committee should utilize the ideas and observations of supervisors and department managers to the fullest extent possible. The 
supervisors and managers are on the firing line daily and are primarily responsible for administering company policies and practices. They know 
how earlier unwritten personnel policies or written policies have affected employee morale and productivity.

Supervisors should be interviewed for the purpose of learning what is going on now. They will be a great help in determining which present 
policies, written or unwritten, are working and which ones are not. They may also be able to recommend new policies for attaining greater 
efficiency and more job satisfaction for the employees. The supervisors will be the best-informed source on where present policy and practices are 
being administered inconsistently or unequally among their subordinates. Thus, supervisors will prove of great benefit to the Employee Handbook 
Committee by helping them determine what the policy and practice should be concerning various subjects.

An important benefit of using supervisors as a source of information for the proposed employee handbook revision is that it gives them the 
opportunity to participate and be involved in its development or revision.
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Exhibit 2-1. Supervisor Questionnaire for Employee Handbook Development and/or Revision

1.
Are you familiar with our personnel policy or benefit on _____?

2. Do you think this policy is working in the best interests of both our management team and our employees?

3. Do you feel this personnel or benefit policy meets our present needs?

4. Do you know and understand this personnel or benefit policy well enough to interpret and administer it correctly? Are you aware 
of any improper understanding or administration of this policy by employees?

5. Do you think we need a new or revised policy in the area of _____?

6. What do you think the new/revised policy should be?

7. What other suggestions do you have on what should and should not be included in the new or revised employee handbook?

8. What do you think would be a good title for our employee handbook?
 

The supervisors are helping to create the new or revised handbook and will therefore be more willing to support handbook policies and 
practices, precisely because they have helped create them.

For the supervisors to be effective in helping the Employee Handbook Committee, the committee itself must be reasonable in approaching 
supervisors. Committee members should ask every supervisor to tell them what he or she thinks personnel policies are on a given subject. If a 
given policy is unfamiliar or ambiguous, the supervisors should be asked to describe how they actually handle problems that arises in that area. 
The supervisors should also be asked about changes that need to be made in existing policies and practices.

For organizations that are developing an employee handbook for the first time, the following questionnaire can be extremely helpful to 
members of the Employee Handbook Committee in working with supervisors. The set of questions shown in Exhibit 2-1 can be applied to any 
subject dealing with personnel policies.

Using the questionnaire for interviewing supervisors has practical value. It can help clarify both past and potential personnel problem areas that 
have resulted in complaints, inconsistencies, grievances, and misunderstandings. It can also assist in developing new policies to prevent 
problems from arising in the future.

A questionnaire can be of great value as an aid in periodically reviewing overall personnel policies and procedures. We recommend that 
questionnaires be distributed at least once every year. Furthermore, the interviewing and questioning of supervisors can result in many good 
ideas on where present training programs need to be revised
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or improved for the benefit of new supervisors, new managers, and staff personnel.

2.04 
Distributing an Employee Handbook Development Checklist to the Management- Supervisory Team

Selecting all of the topics and policy statements to be included in the new or revised employee handbook is an important part of the development 
process. Distributing an Employee Handbook Development Checklist to the Employee Handbook Committee as well as to all department heads, 
managers, and supervisors can be a much appreciated and practical first step.

You may wish to customize your own checklist of topics for your first employee handbook or any revision. There is a variety of checklists that 
can be helpful in covering the important topics of personnel policies and procedures, employee benefits, and other employer-employee relations 
programs to be considered for coverage in the new or revised employee handbook. Advantages in beginning with an Employee Handbook 
Development Checklist are as follows:

*
A checklist gives the Employee Handbook Committee and management team the same frame of reference for all possible handbook 
policy statements to be included or excluded.

* A checklist saves time in determining the subject matter and content of employee handbooks.

* A checklist assists the Employee Handbook Committee and its chair in getting a consensus regarding the subject matter to be 
included in or excluded from the new or revised employee handbook.

* A checklist provides the committee with an effective road map for monitoring and evaluating current employment policies, work 
rules, and employee benefits existing in the workplace.

* A checklist can be adapted so that individual members of the Handbook Committee will know which persons are responsible for 
gathering the data, drafting the handbook policy statements, and developing the timetable for its completion and submission for 
review and approval.

 

Section 5 of this management manual contains separate, customized employee handbook development checklists for all of the major phases
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and events of employer-employee relations in the workplace. For example, there is a detailed employee handbook 
development checklist for Employment, Induction, and Orientation policies and procedures.

2.05 
Using Employee Suggestions in the New or Revised Employee Handbook

Since the employee handbook is really for the purpose of providing all employees with clear communications on what 
they can expect from the company and what the company can expect from them, we recommend that the Employee 
Handbook Committee develop and distribute a special Employee Handbook Questionnaire to all employees as well as 
to supervisors prior to the initial drafting of the new or revised employee handbook.

Involving employees in the handbook development process has many advantages both to the organization and to the 
Employee Handbook Committee. Requesting employees' ideas, suggestions, and input, for example, in a "name the 
handbook" contest can create good will, improve employee morale, and foster enthusiastic acceptance of the finished 
product as employees share it with their families.

The Employee Handbook Committee can prepare a customized Employee Handbook Development Questionnaire and 
distribute it to employees, with an appropriate bulletin board notice or cover letter (see Appendix Exhibits 2-A1 and 2-
A2). It can be presented in small group meetings, department head meetings, or one-on-one by their immediate 
supervisor. Asking employees for their input when developing the first employee handbook or revising a handbook 
gives the committee a tremendous resource of ideas and subject matter as well as a way to identify past or current 
personnel and benefits policies that have become confusing or misunderstood by employees.

Asking employees to give you their opinion regarding what should or should not be included in the employee handbook 
is a very "proactive" style of communications and employee involvement. It can foster improved employee morale, self-
esteem, and recognition. When the new or revised employee handbook is finally printed and distributed to employees 
and their families, it will be well received and will be referred to more frequently.

In the appendix to this section is a sample questionnaire that can be used by an Employee Handbook Committee in 
requesting employee suggestions and ideas about subject matter, content, and format for the new or revised employee 
handbook.
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2.06 
Sources of Important Personnel Policy/Employee Benefit/Employment Data

In addition to utilizing the valued input, constructive criticism, ideas, and suggestions from the management team when developing or revising an 
employee handbook for your organization, there are other important sources of information that need to be tapped, studied, reviewed, and checked 
out carefully before the Handbook Committee completes the final draft of the handbook manuscript. These additional sources of employee 
handbook information and data include the following:

*
Current employee handbook, if one has been previously published and distributed.

* Employee handbooks from other operating divisions, subsidiaries, or competitors in the industry and geographical area.

* Your corporate or company personnel policy and procedures manual (ideally to be drafted and published before the employee 
handbook).

* Company "SOPs," or standard operating procedures, usually distributed to the management team and found in an SOP manual.

* Copies of previously published and posted bulletin board notices concerning employee benefits, personnel policies, standards of 
performance, and employee conduct.

* Employee suggestion systemswritten employee suggestions considered to have merit or suggestions that have been approved and 
implemented during the past two to three years.

* Individual or group questions, concerns, or ideas for improving employee communications, elicited from the employees in previously 
conducted monthly round-table management talks or periodic department employee meetings with supervisors.

* Analysis of past verbal or written complaints, that is, grievances coming from various steps of the employee complaint/grievance 
procedures during the past two to three years.

* Professional consultants who specialize in developing, writing, and editing employee handbooks or lawyers who specialize in 
employment law, especially in current federal and/or state cases pertaining to the content of employee handbooks and the changes 
needed to comply with current state employment law.

* Recently conducted employee opinion survey results that highlight areas of misunderstanding, lack of information, or misinformation 
concerning employee benefits and personnel policies. (Ideally, an employee

 
  

 

file:///E|/Buku%20Ekonomi2/Addition%201/How%20to%20Develop%20an%20Employee%20Handbook/files/page_26.html4/16/2009 4:07:04 AM



page_27

Page 27

attitude or personnel opinion survey should be planned and conducted with employees prior to the initial publishing or revision of an 
employee handbook. It provides management with a highly reliable, valuable source of employment data on what needs to be 
recommunicated to employees concerning employment personnel policies and procedures, employee benefits administration, conduct 
on the job, and performance standards.)

 

For example, one important question on our SESCO personnel opinion survey questionnaire asks: "Is there any personnel, employee benefit 
policy, work rule, or company policies you would like to know more about?" This open-ended question can provide management with important 
current areas of concern from employees that need to be studied and implemented when revising or developing employee handbooks.

We highly recommend and consider it absolutely essential that all future revisions of employee handbooks by employers as well as all new 
handbooks developed for new organizations have their entire contents carefully read and reviewed by a professional consulting firm that 
specializes in employee handbook development or by an attorney that specializes in employment law.

As described in Section 1 of this manual, numerous employment law cases involving the publication and distribution of certain personnel policies 
and benefits statements in employee handbooks have come under close scrutiny by both federal and state agencies such as the NLRB, the EEOC, 
state human rights commissions, labor organizations, and state courts.

The common-law "employment-at-will" doctrine is being challenged in numerous states by former employees who allege they were "wrongfully 
discharged." The employee handbook is often used as major evidence by either the former employee or the company in arguing that the employee 
handbook is or is not a "contract" or that the employee handbook contents and disclaimer statements do or do not provide contractual employment 
or benefits to present or future employees. (See the Section 6.03 commentary and analysis of state laws restricting an employer's right to 
"terminate employees at will.'')

2.07 
What Should and Should Not Be Covered in an Employee Handbook

A well-written, clearly stated, attractive, and useful employee handbook can be customized to include many or few personnel policies, employee 
benefits, working conditions, pay systems, progressive discipline procedures,
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work rules, and other important employer-employee relations programs. The challenge is to decide which policies and procedures should be 
included in the employee handbook. This section contains practical considerations and guidelines to be considered in determining the content of 
the first draft of your new or revised employee handbook.

Although there is no fixed content or list of subjects that is covered in all employee handbooks, there is a general list of personnel policies, 
employee benefits, and employment conditions that appear in most employee handbooks. Obviously, the final content of employee handbooks will 
vary from industry to industry and within an organization, based upon the company culture, industry, size of the organization, type of employees, 
and whether the organization has employees represented by a labor organization or is operating union-free.

The appendix to this section contains a representative Table of Contents from a well-designed employee handbook along with a sample index, 
which is located in the last pages of most handbooks.

a 
What Should Be Excluded From Employee Handbooks?

It is customary to exclude from most employee handbooks the following topics or materials:

*
Personnel policies and procedures that appear in the corporate personnel policy and procedures manual and pertain only to managerial 
personnel.

* Special employee benefits that pertain only to the management team or other classifications of employees that are not included in the 
audience of your particular employee handbook.

* Facts or data that are subject to change in the short term or on a regular recurring basis. For example, omit salary or wage rates, salary 
ranges, and company/employee insurance premiums.

* Any language that conflicts with the company's current labor agreement, should the employee handbook be distributed to employees 
in the bargaining unit represented by a labor organization. Clearly, the labor agreement is a bona fide contract of employment, 
providing numerous restrictions on management's right to "terminate at will" and usually specifying rather strict guidelines for when 
employees can be disciplined or discharged only for "just cause." Such wording should not be used in the employee handbook if the 
handbook is to be distributed to employees who are not covered by the labor agreement.
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b 
Remember Your Audience When Drafting the Handbook

Employee handbooks should not read like a labor agreement or union contract. They should be written in a friendly, positive tone, even following 
an "informal" rather than "formal" standard. Numerous employee handbooks have been written with such an inflated style of writing that only 
highly educated, college-level people could properly understand the wording or the intent of the contents. The intent of employee handbook topics 
and policy statements must clearly correlate with the actual language of the policy statement if the handbook is to have validity, reliability, and 
consistency in the workplace.

Specialists and professionals in composition and writing for the print media, television advertising, and other mass communications efforts have 
for a long time prepared their content to the educational level of sixth to eighth graders. One of the most important objectives of the final product 
of the employee handbook is that it can be read and understood by almost all employees who have the ability to read the English language. 
Employee handbooks can be written simply and still accomplish the objective of reflecting a positive, quality image of the organization when the 
handbook is seen, reviewed, or read by employees, their families, or other "friends" of your organization.

The following are several practical suggestions for the Employee Handbook Committee and the editor/chairperson in drafting the contents of the 
new or revised employee handbook:

*
Provide sufficient white space in the margins, and double space the typesetting on each page.

* Keep paragraphs and sentences short. Attempt to convey one major subject or idea in each paragraph. Limit sentences to twenty-five 
words or fewer.

* Use simple words with no more than three or more syllables if possible.

* Provide separate title pages to provide appropriate identification of new sections or different sections of the employee handbook. 
Organize the contents of the employee handbook to fit the major topic. For example, all employee benefits (e.g., insurance, paid time 
off) should be placed in one major section, "What Employees Can Expect From the CompanyYour Employee Benefits."

* Break up the printed words or language of employee handbooks with appropriate related artwork, illustrations, or cartoons to identify 
the
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major topic or subject of that particular handbook section. Graphic devices add interest and grab the reader's attention.

* Some handbooks utilize photographs of the facilities, work areas, and certain managerial staff. Photographs can be appropriate as long 
as they do not become outdated quickly by changes in staffing.

* Try to use personal pronouns in your writing style, such as we, you, or our, to promote an informal, personal style.

* It is okay to use the pronoun he rather than he/she provided you explain in the introductory portion of your handbook that masculine 
pronouns are used for consistency but the intent is to refer to both male and female employees. The following is an example:

 

An Introductory Comment to Our Valued Employees

In drafting your employee handbook, we have not used specific gender pronouns for our male and female employees. However, please 
know that in using the masculine pronoun, our intent is that this should be considered to refer to both male and female employees of our 
organization.

If you do not find this solution satisfactory, you can avoid the problem by using you, as well as plural nouns and pronouns whenever possible (e.g., 
"employees may take their vacations ") and by alternating male and female examples of specific behavior.

*
Avoid unneeded words. Nothing weakens writing so much as extra words. Be critical of your own writing, and make every word 
carry its weight.

* Put action into your verbs. The heaviness of much business writing results from overworking the passive verbs. Prose can usually be 
kept impersonal and remain in the active voice.

* Tie in with your reader's experience. Readers will not understand your new idea unless you link it to some old idea they already 
understand.

* Write the way you talk. As much as you can, use words and phrases that you would normally use in expressing the same thought 
orally.

* Write to express, not to impress. Present your ideas simply and directly. The writer who makes the best impression is the one who 
can express complex ideas simply.

 

This final point reiterates an essential rule of writing employee handbooksthe policy statements must be absolutely clear. An employee
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handbook is no place to display rhetorical ability. Here are some other suggestions to keep in mind:

*
Include both a detailed Table of Contents (see Appendix Exhibit 2-A3) and an index (see Appendix Exhibit 2-A4).

* Keep your first draft flexible and open to additions and changes. Make your point as clearly as possible, and find out if others agree 
that it is clear.

* Tables and charts are always good when explaining a difficult subject. Even breaking up a section into a tablelike grouping can get the 
message across, as in the following example:

Complete Shift Cycle

12:00 (midnight) to 8:00 A.M.

8:00 A.M. to 4:00 P.M.

4:00 P.M. to 12:00 midnight

Incomplete Shift Cycle

7:00 A.M. to 3:00 P.M.

or 8:00 A.M. to 4:00 P.M.

and 3:00 P.M. to 11:00 P.M.

or 4:00 P.M. to 12:00 midnight

* Be your own critic first. Don't be hesitant about rewriting something two or three times. Try to have the first draft as complete as it 
can be. This may eliminate extensive corrections during review and cut down the number of times the manual will be subjected to 
review.

* Make enough copies of your first draft to be sure that all who need to review it will be able to do so. Keep track of these copies to 
avoid missing key corrections suggested by some member of the management team.

 

2.08 
The Organization and Format of Your Employee Handbook

The choice of format and organization is usually decided by the Employee Handbook Committee; nevertheless, it is obvious that some type of 
outline should be developed and followed throughout.
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A checklist for each major section of the employee handbook has been developed for your convenience (Section 5). 
This checklist is comprehensive, but you may still have to add items that are unique to your organization. An immediate 
suggestion is to make additional copies of each checklist for committee members and key executives. These lists can be 
combined for an overall look at the requisites for a written policy.

Early discussion can center around differences discovered in the outlining of policy areas. When a master copy is 
completed, the editor/chairperson has a completely developed picture of what areas need to be covered. This picture, 
however, does not provide the order or the substance of the material.

After it is determined which areas of personnel policy will be included in the handbook, it is the job of the editor and the 
committee to come up with the material (e.g., handbooks, previous policies) that will be the basis of the policy.

Once the research is completed and the information is at hand, it is necessary to establish the organization or 
arrangement of the manual. The primary requirement here is that the material be organized in a logical manner.

2.09 
Writing a Draft of the Employee Handbook

If you have reviewed the recommended steps on how to prepare and/or revise your employee handbook, you should 
now be ready to begin writing the first draft. If is a good idea to review the checklist of policy statements at the 
beginning of each section. If you have checked off a policy area, you should have a policy statement prepared. The 
checklists in this manual are followed by a variety of sample policy statements that have been used by other employers. 
Each section contains one or more policy statements that are in actual use or that have been adapted from other 
employee handbooks. If one particular statement meets your needs, it can be used or adapted by you for your employee 
handbook.

Use the margin of the pages in this guide to note the statement you wish to use, adding or deleting data or information 
that tailor the policy to your requirements. Keep a record of the policy statements (page numbers) that you are planning 
to use so that you can refer to each one quickly.

There are several policy items on the checklist that do not appear in sample policy statements in the section. That is 
because these particular policies should be entirely composed by the individual organization. These are actual policies, 
unchanged in wording, that are written to fit a company's current situation.
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In drafting the first copy of your handbook, you can use 8 1/2" × 11" sheets of paper that will fit into a three-ring binder, 
or you can use an index card system (3" × 5" cards) that can be kept in a file. If you wish to put the actual policy 
statements on cards, it is suggested that you use a larger size.

This management guide can be adapted quickly to fit your basic need for a good first draft. By keeping the section 
guides, the checklists, and the policy statements you wish to use, you can develop your own manual. Add your special, 
customized policy statements within each major section. When all the topics have been covered, the manual can be 
alphabetized to fit your needs.

a 
Get the First Draft Proofed and Reviewed

At this point the manual should be put into order according to the organization format you have chosen. It is a good idea 
to retain the master copy and to produce sufficient copies for distribution to key personnel who must review them and 
offer comments.

Each of the copies should have the name of the individual who receives it written on the cover or first page. This will 
keep your record as clear as possible when it comes to checking any revisions. Besides making changes or suggestions, 
some members of the committee will read the copy closely enough to catch possible typographical errors. These should 
be caught in proofreading, but experience shows that first handbook drafts usually contain some errors.

After all the handbook review copies have been returned, it will probably fall on the shoulders of the editor to check 
each revision. A meeting of the committee (probably the final meeting) can resolve the possible differences or conflicts 
that might arise. This is the final chance to make revisions within the existing body of policy, and since the subject is a 
current one, some management ideas (changes for the future) might be included now.

Each committee member should approve his or her particular area of administration. As an example, it is important that 
personnel administration puts the final okay on the employment practices statement. It is also necessary to have legal 
counsel review handbook statements. Likewise, it's important that financial officers okay the pension plan statement, 
again with legal concurrence.

Involve your supervisors in the review process. Since it is primarily the supervisors who will work with the employee 
handbook, it is a good practice to have certain key people read over the entire presentation. After they have studied the 
policies and policy statements, they might join with the committee for a brief question and answer session. Do they 
understand
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the policy? Do they know how to explain the policy to an employee? Do they feel that the policy, as it is written, will be 
understood by the employees?

If there is serious doubt in the mind of a supervisor, or if he is unable to interpret a policy statement, this is the time to 
change it. This doesn't mean the supervisors have the final say, but policy is going to be hard to enforce if this group 
doesn't comprehend the meaning. It will also result in a widespread problem of control if supervisors in one department 
are interpreting the policy one way and supervisors in another department are interpreting it another way. Besides 
avoiding confusion, a meeting between the committee and supervisors will help to eventually cut time and money from 
the program.

2.10 
Publishing the Employee Handbook

With all corrections incorporated into a master final draft, the next step is to have the handbook printed. Cost should be 
a factor here. It is up to management to set some ground rules. The size of the organization and the number of 
employees will probably determine the number of copies needed. These factors also affect the actual page count of the 
manual; it pretty much follows that the larger the company or organization, the larger the manual, although this is not a 
hard and fast rule.

If you have been following the step-by-step procedures in this guide, you have already determined who will receive a 
copy of the handbook. The next step is to decide how many extra copies you will need (e.g., for replacement) and how 
long this particular manual will be in use. If you are producing a loose-leaf manual, you can make additions and 
changes periodically without too much difficulty. This means the initial run can be a little larger than normal.

Your next decision involves the actual production of the employee handbook. The choice here is wide. Remember, if 
you decide on a printed and bound edition, there is really no way to make even a simple change in the future without 
running the entire job through again.

The pages can be printed on a mimeograph or duplicator, or they can be photocopied, punched, and bound in a loose-
leaf binder, which allows for updating and changing pages with a minimum of difficulty.

For a large manual (in pages) the three-ring binder is probably the best bet, but for smaller manuals, the Duo-tang 
binder (two-holes) is adequate. Both allow for flexibility. Both can have printed covers, or they can have simple labels 
on the covers. Both plastic and paper covers are
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available from many sources of supply (including the local stationery store), and the choice should be made on the basis 
of use and cost.

If the aim is to keep the manual for at least five years, a saddle-stitch binding and printed cover is best provided by a 
professional printer/graphic arts vendor.

2.11 
Keeping Your Employee Handbook Up-to-Date

It is recommended that your Employee Handbook Committee and management team keep your employee handbook up-
to-date at all times. In Section 1 we discussed the circumstances in which an employee handbook should be completely 
revised, reprinted, and redistributed to employees. Normally, employee handbooks should be revised, reprinted, and 
redistributed once every two years, unless changes in the company organization or the content of employee benefits or 
the need to be in compliance with new or revised federal and state laws requires immediate revision.

Companies have found it expensive and impractical to revise a manual every time a single policy change is necessary. 
Instead, they keep management and supervisors informed of policy changes by issuing policy bulletins or other types of 
memoranda to the recipients of the handbook. Such bulletins can be retained in the front or rear of the handbook, or, if it 
is a loose-leaf publication, they can be inserted in place of the former statement.

a 
Getting Ready for Your Next Handbook Revision

The time will come when your employee handbook needs revision. Most of the steps outlined in this section will have 
to be followed again, but the time required for revision can be cut dramatically.

A policy file should be maintained by the current editor of the handbook. If someone else is given the updating 
assignment, this file will be valuable to the new editor. If the chairperson/editor remains the same, most of the 
information will be at hand. Each item of policy must be rechecked if the company is undertaking a true revision. Each 
item must be approved again. At this point, suggestions can be sought for improvement of the manual in terms of 
format, organization, presentation, and so on.

This is also an excellent time for a critical evaluation of policy itself. Is the current policy up-to-date? Does the 
organization operate the same
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way it did two or five years ago? Have employees accepted the current policy, or has there been dissension?

The same type of evaluation should be conducted for the format of the handbook. Has it been easy to use? Has it been 
criticized by members of the management team or by employees? Is it a positive, practical management 
communications tool?

b 
Making the Revision

Having undergone the experience of producing one handbook, the editor can proceed with confidence on the revision. 
Probably less time will be allocated, but it is wise to remind management that the job still must be thorough. A mistake 
in a revision is just as bad as a mistake in the original publication.

By retracing the steps in this section, the handbook can be developed and produced with a minimum of effort. Copies of 
the current policy statements can be made for the individuals concerned and directed to their attention. They can be 
asked to okay the current policy statement or recommend a revision.

As a final word, when the new handbook is released, try to collect old copies and destroy them, except for record 
copies. This is the best way to prevent a serious problem, especially when both new and old handbooks look pretty 
much the same.

Properly document the effective date of your new employee handbook or the new, revised date of any subsequent 
handbook revision to avoid misunderstanding regarding eligibility for certain employee benefits or changes in personnel 
policies, benefits, and working conditions. The following sample statement may be appropriate:

This edition of your employee handbook supersedes all previous employee handbooks that have been 
distributed to employees of our company.

2.12 
Preparing for Final Production of the Employee Handbook

Carefully proofread your first proof! The graphic arts vendor you have chosen to assist your company in printing the 
final draft of your first employee handbook or any subsequent revisions will provide you with a "final proof" copy, 
often referred to as a "blue line" proof. Upon receipt of the final proof of your employee handbook, the editor/chairman 
and the Employee Handbook Committee will assume one of their final responsibilities
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to proofread every page and every word of the new or revised employee handbook carefully.

Although typesetting companies often have employees responsible for proofreading their customers' artwork and copy, 
you must not delegate that important responsibility to the vendor's employees. They will usually do a pretty good job in 
helping you proofread the final draft. However, ensuring that there are no typographical errors, missing pages, or 
unclear statements in the final proof is the responsibility of the employee handbook editor and the Employee Handbook 
Committee. Armed with red pencils, they should carefully study the entire proof of the employee handbook, marking 
those pages, paragraphs, or sentences where there are obvious discrepancies, omissions, typographical errors, or any 
other inaccuracies.

Calling a meeting of the Employee Handbook Committee will enable you to have a more accurate, attractive employee 
handbook that is free from errors and omissions that could be not only embarrassing but also costly to correct after the 
handbook has been distributed to employees.

Some employers make photocopies of the proof of the final handbook draft and submit it to all department heads and 
supervisors within the organization who are responsible for supervising the employees who will eventually receive the 
final employee handbook. This can be one of the most important yet time-consuming responsibilities of your 
supervisory team. It's the point of no return, the last chance to correct any misunderstandings regarding the intent of the 
language in the handbook and to reinforce their involvement in this last step prior to the final printing and distribution 
of the new or revised employee handbook.

2.13 
Receiving the New or Revised Employee Handbook From the Printer

Your employee handbook editor will have regular telephone contact with the production house or printer you have 
selected after having obtained competitive bids on the printing of your employee handbook. It is then the responsibility 
of the editor to firm up the delivery date of the new employee handbooks.

2.14 
Appendix

*
Sample Letter to Employees with Handbook Questionnaire

* Employee Handbook Questionnaire

* Sample Table of Contents

* Sample Index
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Exhibit 2-A1. Sample Letter to Employees with Handbook 
Questionnaire 

TO: All Employees

FROM: ABC Company Employee Handbook Committee

SUBJECT: Need to Revise Our Employee Handbook

It has been a long while since your present employee handbook was revised and updated by our company. In addition, 
we're almost out of stock of our current employee handbook, and, before reprinting, we believe it would be an ideal 
time to make a careful review of the present content of our employee handbook to see where we need to make changes 
to improve the content and update it to better meet the needs of all employees and their families.

We like to believe that an employee handbook is an important management-employee communications tool for all of us. 
Although you probably have not read the present employee handbook from cover to cover in a long time, we would like 
you to assist our Employee Handbook Committee in giving us any suggestions you can think of to help make our 
handbook more useful and helpful to you and your family.

Please look over the following questions and give us your ideas and suggestions. We will really appreciate your time 
and help because we believe we can continue to improve the content and subject matter of our employee handbook to 
help all of us better understand what you can expect from our company and what our company expects from you as we 
continue to work together and serve our valued customers.

Sincerely,

Editor/Chairperson 
ABC Company Employee Handbook 
Committee 
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Exhibit 2-A2. Employee Handbook 
Questionnaire 

1.
Did you receive a copy of the current employee handbook after you were hired?

___Yes ___No

2. Do you still have a copy of our employee handbook?
___Yes ___No

3. Have you ever read your employee handbook from cover to cover?
___Yes ___No

4. Do you believe the employee handbook is an important communications tool for you and your family?
___Yes ___No

5. Do you believe the present employee handbook language is clear and up-to-date?
___Yes ___No

6. Have any of your family members ever used your employee handbook to find out information about employee 
benefits or personnel policies of our company? ___Yes ___No

7. Do you believe our company should continue providing all employees with an employee handbook?
___Yes ___No

8. List any changes you would like to see made in the current employee handbook on the following topics that would 
make the subject clearer to understand.

Pay Policy: 

Employee Benefits: 

Employee Performance, Conduct, and Work Rules: 

Substance Abuse in the Workplace: 

Attendance and Absenteeism: 

Employee Discipline: 

Complaint/Grievance Procedures: 

Employer-Employee Communications: 

Thank you for your time and helpful assistance in completing this important questionnaire for all of us. Please return it to a member of 
our employee handbook committee by (date).
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Exhibit 2-A3. Sample Table of Contents

CONTENTS

Welcome
1

History
2

Organizational Chart
3

The Ten Commandments of Good Business
4

The Customer and You
5

OUR EMPLOYMENT POLICIES AND PROCEDURES

Our Employment Relations Policy and Objectives
6

Equal Employment Opportunity
7

How and Why You Were Selected
7

Your Orientation Period
7

Employment Definitions
8

Legal Work Status
8

Personal On-the-Job Harassment
8

Health Examinations
9

Employees with Disabilities
9

Your Performance Report
9

Promotions
10

Job Posting Program
10

How Your Seniority Works
10

Guidelines for Layoff and Recall
11

Resignations
11

Terminations of Employment, Dismissal
11

Exit Interview
11

Employment References
12
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Hiring of Relatives or Friends
12

Reemployment Policy
12

Employee Privacy
12

Communication Meetings
13

When Things Go WrongYour Complaint Procedure
13

Union Membership Is Not Required
14

YOUR HOURS OF WORK AND YOUR PAY

Your Workweek
15

Your Payday
15

Should You Find an Error in Your Pay
15

Overtime and Overtime Pay
15

Why Time Records Are Important
15

Your Meal and Rest Periods
16

Your Payroll Deductions
16

YOUR EMPLOYEE BENEFITS

Employee Benefits
17

Your Paid Vacation
17

Your Paid Holidays
18

Group Insurance Benefits
18

Profit Sharing/Retirement Plan
19

 

(continued)
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Exhibit 2-A3 (continued)

Uniformed Service Leaves 19

Jury Duty
20

Funeral Leave
20

Voting Time
20

Personal Leaves of Absence
21

Family and Medical Leaves of Absence
21

Your Insurance Against Unemployment
21

Your Social Security Benefits and Payments
22

Worker's Compensation Benefits
22

Training and Development
22

YOUR RESPONSIBILITIES

What Your Company Expects from You
23

We Want You to Feel at Home
23

Honesty
23

Enthusiasm
24

Getting Along with Other People
24

Attendance
25

Quality
26

Quitting Early and Leaving Your Job
26

Being on Time
26

Dress Code Guidelines
26

Returning Company Property
27

Our Telephone Practice
27

Telephone Courtesy
27

Your Personnel Record
27
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Care of Company Tools and Equipment
28

Good Housekeeping
28

Safety
28

Preventing Fires
29

Injuries
29

Community Affairs
29

Holding Other Jobs
29

Confidential Information
30

We Need Your Ideas
30

Garnishments
30

Bulletin Boards
30

Smoking
31

Solicitation & the Distribution of Literature
31

Employee Counseling
31

Substance Abuse
31

Progressive Discipline Policy
32

Your Guide to Personal Conduct
33

General Safety Rules
36

Posted Safety Rules
37

Written Hazard Communication Program
38

Summary and Closing Word
48

Receipt of Employee Handbook
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Exhibit 2-A4. Sample Index

INDEX

A Absenteeism and Lateness
V-3

Age Requirements
III-1

Anniversary Dates
III-12

Associate Employment Status
III-8

B Benefit Time Off
II-8

C Cafeteria
II-8

Care and Concern
I-3

Care of Hospital Property
III-2

Catastrophic Coverage
II-7

Chapel
I-4

Communications
III-16

Compassionate Leave
II-7

Confidentiality of Personnel Records
III-13

Credit Union
II-12

D Dental Assistance Plan
II-1

Department Rules
III-2

Discharge Policy and Practices
V-1

Disciplinary Procedures
V-1

E Elevators
III-5

Emergency Procedures
III-3

Employee Assistance Program
II-3

Employee Assistance Program Referral
V-4

Employee Bulletin Boards
III-16
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Employee Certification, Registration, & Licensure
III-14

Employee Classification
III-11

Employee Health Program
II-5

Employee Health Service
III-7

Employment of Relatives
III-8

Endorsements
III-5

Ethics
III-5

Exit Interview
III-2

G Gambling
III-5

Grievance Procedure
III-14

Group Medical Plan
II-1

H History & Community
I-1

Hours of Work
IV-1

I Identification Badges
III-9

Imposed Probation
V-3

Infection Control
III-2

Information, Confidential
III-13

 

(continued)
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Exhibit 2-A4. (continued)

J
Job Classification

IV-1

Job Description
IV-1

Job Posting and Transfer
III-10

Jury Duty
II-12

L Layoffs
III-1

Leave of Absence
III-10

Life Insurance
II-10

Lockers
III-2

Long-Term Disability Insurance
II-5

Lost and Found
III-17

Loyalty
III-6

M Mail
III-6

Meal Break III-17

O Orientation III-8

P Paid Rest Periods
II-7

Parking
II-11

Payroll Information
IV-3

Performance
III-13

Permission to Leave During Shift
III-6

Personal Appearance
III-6

Personnel Records
II-12

Pharmacy Discounts
II-12

R Reporting Emergencies
III-3

Retirement Program
II-11

Rules of Conduct
V-1
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S Safety and Security
III-4

Second Jobs
III-7

Service Awards
II-11

Smoking
III-1

Social Security Coverage
II-12

Solicitation and Distribution
III-16

Statement of Employee Rights
I-3

Suggestions
III-17

Suspension
V-3

T Telephones
III-5

Time Collection for Payroll
IV-2

Tuition Reimbursement & Educational Loan
II-3

U Uniforms
III-6

Uniformed Service Leaves
III-10

V Voluntary Termination
III-1

W Wage and Salary Program
IV-1
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SECTION 3 
DISTRIBUTING THE EMPLOYEE HANDBOOK

3.01
Schedule a Management Meeting Prior to Distribution

3.02 Schedule Employee Group Meetings for Distribution

3.03 Distribute the New Employee Handbook to Newly Hired Employees

3.04 Send a Follow-Up Letter to Employees

3.05 Appendix

Exhibit 3-A - 3-A5. Sample Disclaimer and Acknowledgment Statements

Exhibit 3-A6. Letter to Employee After Receipt of Employee Handbook
 

3.01 
Schedule a Management Meeting Prior to Distribution

Upon receipt of the newly printed handbooks, each member of the Employee Handbook Committee should receive a copy and review the 
format and content, page by page, against the last, corrected proof. This final review should be done immediately prior to any scheduled 
distribution of the new employee handbook with the supervisors and department heads.

We recommend you meet with all levels of supervision to discuss the new handbook and its objectives prior to distributing copies to your 
employees. Give every supervisor and manager a copy of the handbook, and have all of them sign and date the receipt forms in the last 
section of the handbook.
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Point out what is new, different, or special about the new handbook so that they will be prepared for employees' questions. They should read the 
handbook from cover to cover prior to distributing copies to all personnel.

3.02 
Schedule Employee Group Meetings for Distribution

Now is the time you've been waiting forthe time when you put a copy of the new or revised employee handbook in the hands of all employees. 
For employees currently working in the office, plant, or job site, we recommend that you schedule meetings during work time on the premises 
for the sole purpose of announcing and distributing your new or revised employee handbook. Effective distribution can take place either in group 
meetings with employees or on a one-to-one basis by the department head, supervisor, or director of human resources. Obviously, the most 
efficient method of distribution is the small-group meeting.

We recommend that the director of human resources and the Employee Handbook Committee be involved in the group meetings with employees 
when the new handbooks are distributed. Such group meetings should be highlighted by a very positive, enthusiastic attitude displayed by the 
Employee Handbook Committee and/or the department head or supervisors in charge of the distribution of the handbooks.

If your company has followed some of the recommendations for both supervisory and employee involvement in the initial development of the 
content and format of your new or revised employee handbook, there should be a feeling of positive, favorable anticipation by those attending 
the employee meetings.

Obviously each company will have a different method of distributing the new employee handbooks in the workplace. However, the following are 
a few suggestions that have been helpful to other organizations at this important final phase of the employee handbook development process:

1.
Have copies of the handbook displayed, stacked, or arranged neatly on tables in the room. Prior to physical distribution of the 
handbook, the president, CEO, or general manager should make appropriate, brief opening remarks covering the following points:

* Purpose of the new or revised employee handbook

* Effective date of the new handbook and whether or not it is a revision of a prior handbook
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*
The ''introductory" or "welcome" portion of the new handbook, which describes the practical purpose and objectives of the 
employee handbook

* Appreciation for the Employee Handbook Committee and its chairperson/editor for their many hours of time and effort in 
preparing the new and/or revised employee handbook

2. Following these opening remarks by the CEO or general manager, it is recommended that the director of human resources or the 
editor of the employee handbook committee ask the department head, department manager, or the supervisors of employees in the 
group meeting to assist in distributing the handbooks to everyone in the audience.

3. After the handbooks have been distributed, employees should be asked to turn to the introductory section of the handbook where 
they can review the table of contents while the director of human resources or chairman describes the major sections, content, and 
format of the new or revised employee handbook. If the handbook is a revision, the speaker should comment briefly on the major 
changes or revisions in the new, revised employee handbook and direct readers' attention to those particular sections where 
revisions occurred.

 

Following the orientation to the new or revised handbook, we recommend that each employee be asked to turn to the last page of the employee 
handbook, often perforated and entitled "Acknowledgment and Receipt of Employee Handbook." Employees should be asked to read and 
acknowledge receipt of the employee handbook by signing, dating, and removing the page. The acknowledgment/receipt pages should then be 
collected by the department head or supervisor. This enables the company to have a record of everyone who has properly received the new or 
revised employee handbook. A copy of the receipt form should be placed in the employee's personnel file for future reference.

If any employee in the room refuses to sign the employee handbook receipt page, do not take it lightly. Do all in your power to explain 
persuasively that the company needs to have documentation that all employees have received the new or revised employee handbook so that the 
company can be certain that all employees and their families have the benefit of the printed personnel policies, employee benefits, and working 
conditions outlined in the handbook. Since the employee handbook is to be the company's basic communications manual and since the company 
wants all employees and their families to know what they can expect from the company in the future, it's only fair and proper that all present and 
newly hired employees acknowledge that they have received a copy of the employee handbook. However, no employee should be disciplined or 
discharged
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for refusing to sign the acknowledgment/receipt page or slip in the employee handbook.

The appendix to this section contains sample acknowledgment/receipt statements that have been used by employers 
when distributing employee handbooks to present employees or to new employees during their initial induction and 
orientation process (see Exhibits 3-A1 through 3-A5).

3.03 
Distribute the New Employee Handbook to Newly Hired Employees

For newly hired employees, the company's employee handbook is one of the most important management-employee 
communications tools to help those employees get off to a proper, positive start with the company. Most human 
resources directors, personnel managers, or supervisors use the employee handbook as an important employee 
orientation tool.

Some employers request that employees read and study the employee handbook before they sign and date the receipt 
form. Other employers begin their new-employee orientation to employee benefits, personnel policies and procedures, 
working conditions, and performance standards by referring to the various sections of the employee handbook that 
describe these important phases of a successful employer-employee relationship.

3.04 
Send a Follow-Up Letter to Employees

Following the on-site distribution of your new or revised employee handbook to present and new employees, it's 
recommended that you further reinforce the purpose and objectives of your employee handbook by preparing a 
personalized letter on company letterhead and mailing it to the homes of all present and new employees.

The purpose of this employee communication from management is to convey to employees and their families the 
reasons that the employee handbook is given to them and how it can benefit them in the future when policy questions 
arise concerning, for example, employee benefits, working conditions, time off, or eligibility for certain benefit plans.

The appendix to this section contains a representative letter that has been mailed to employees' homes or handed to 
employees in the workplace following distribution and receipt of their new or revised employee handbook (see Exhibit 
3-A6).
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3.05 
Appendix

*
Sample Disclaimer and Acknowledgment Page

* Acknowledgment of Employee Handbook

* Employee Handbook Receipt and Acknowledgment

* Acknowledgment and Receipt of Employee Handbook

* Receipt for Employee Handbook

* Letter to Employee After Receipt of Employee Handbook
 

Exhibit 3-A1. Sample Disclaimer and Acknowledgment Page 

We have prepared this handbook as a guide to the policies, benefits, and general information that should assist you 
during your employment. However, neither this handbook nor any other company communication or practice 
constitutes an employment contract. The company reserves the right to make changes in the content or application of its 
policies as it deems appropriate, and these changes may be implemented even if they have not been communicated, 
reprinted, or substituted in this handbook. It is also understood that nothing in this handbook or any other policy or 
communication changes the fact that employment is at will for an indefinite period unless terminated at any time by you 
or the company.

I understand that no employee or representative of the company, other than the president, has any authority to enter into 
an employment contract or to change the at-will employment relationship or to make any agreement contrary to the 
foregoing. I acknowledge receipt of the employee handbook and understand that my continued employment constitutes 
aceptance of any changes that may be made in content or application of the handbook.

Employee's 
Signature: 

Date: 

Supervisor's 
Signature: 

Date: 
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Exhibit 3-A2. Acknowledgment of Employee Handbook 

Dear Fellow Employee:

We are providing you with your personnel copy of our new employee handbook. Please sign and date this form and 
return it to our personnel office within seven (7) days of receipt of your new handbook. This will assist us in being sure 
that all of our valued employees have received our new employee handbook.

I understand and agree that this revised version of the company employee handbook supersedes all prior versions that 
have been issued by the company and that it will be effective on .

(date)

Thank you.

Employee's Signature:

Date: 

 

Exhibit 3-A3. Employee Handbook Receipt and Acknowledgment 

I have received a copy of the employee handbook. The employee handbook contains personnel policies and work rules 
that will apply to me. I agree to read the employee handbook and follow it during my employment. I further understand 
the company may amend the handbook at any time, and, in such case, any new changes in personnel policy or employee 
benefits and working conditions will be communicated to me by the company.

I understand and agree that this revised version of the company employee handbook supersedes all prior versions that 
have been issued by the company and that it will be effective on .

(date)

Employee's 
Signature: 

Date:

Employee's Name (Printed):
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Exhibit 3-A4. Acknowledgment and Receipt of Employee Handbook 

The following acknowledgement form also contains a disclaimer statement.

I understand that the information contained in this employee handbook represents guidelines only and that the company 
reserves the right to modify or amend this employee handbook at any time or to terminate any personnel policies, 
procedures, or employee benefit programs at any time, or to require and/or increase contributions toward any employee 
benefit program.

I understand that this employee handbook is not a contract of employment between me and the company and that I 
should not consider it as such.

I further understand that no representative of the company, other than the president, has any authority to enter into any 
agreement guaranteeing employment for me for any specific period of time. I further understand that any such 
agreement, if made by any manager or supervisor, shall not be enforceable unless it is in writing and signed by both me 
and the company president.

Printed Name of 
Employee: 

Employee's Signature:

Date: 

Management 
Witness: 

Signature Management 
Witness: 

Date:

  

 

file:///E|/Buku%20Ekonomi2/Addition%201/How%20to%20Develop%20an%20Employee%20Handbook/files/page_51.html4/16/2009 4:07:08 AM



page_52

Page 52

Exhibit 3-A5. Receipt for Employee Handbook 

The following acknowledgment form also contains a disclaimer statement.

I have received my copy of the Employee Handbook dated . I agree to read my handbook and keep it for future reference. I understand that this handbook is intended as a guide for 
personnel policies, benefits, and general information and that these guidelines are not intended to be nor should they be construed as an employment contract. I also understand that 
no representative of the company other than the president has any authority to make any contrary agreement.

I understand that the policies and guidelines contained within this handbook supersede those previously written or communicated and that the company reserves the right to make 
changes in these guidelines or their application as it deems appropriate, with or without notice. I do understand that employment is terminable at the will of either the employee or 
the company at any time.

I acknowledge that it is my responsibility to read and understand the information contained in this handbook. I will be responsible for the handbook and for updating it when I 
receive changes.
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Exhibit 3-A6. Letter to Employee After Receipt of Employee Handbook 

SUBJECT: Your Employee Handbook, "Working Together at ABC Company"

Dear :

By now you should have received your (new/revised) employee handbook. This handbook is very special because it summarizes what you can expect from us and what we expect 
from you. It will help you get to know your company better, and we hope you'll read it all the way through and keep it to refer to often in the future.

Our goal here at ABC Company is to make our company the best place to work, and we believe that this new handbook will help us continue to achieve that goal.

Your employee handbook is yours to keep. We want you to share it with your family. It contains important information about vacations, holidays, group insurance, and other 
employee benefits, work rules, employment policies, and procedures.

Finally, I want to take this opportunity to thank you for your good work effort and your loyalty over the years. Our employees are our most important asset, and we realize the 
strong contribution you have made to the success of our organization.

If you have any questions about anything contained in your new handbook, please ask your supervisor or our director of human resources, who will be glad to answer any questions 
you may have.

Sincerely,
 

President/CEO 
ABC COMPANY
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SECTION 4 
STATE AND LOCAL EMPLOYMENT LAWS

4.01
State and Local Employment Laws

4.02 State Law and Family Emergency Leave

a. Family, Medical, Pregnancy (Disability), Maternity, Parental, and Adoption Leaves
 

4.01 
State and Local Employment Laws

All states and some counties and municipalities have enacted employment laws that affect personnel policies and practices and, therefore, 
employee handbooks. This may mean that some company policies must be modified, while others may be required or prohibited by applicable 
state and/or local laws and regulations.

Standard policies must be supplemented by policies that put the company in compliance with applicable state requirements. Some of these 
policies may be unrelated to policies governed by federal law and may simply be added to the company's manual; some state law provisions 
are preempted by, are identical to, or are automatically addressed by federal law.

Where state and federal laws differ, the standard policy must be modified to reflect the most generous and/or protective provisions of the 
combined laws. In some instances (e.g., family, medical, pregnancy, maternity, paternity, parental, adoption), employees may not only be 
entitled to the most generous or protective combination but enjoy state entitlement in addition to federal entitlement.

Clients with multistate operations must decide whether they want
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separate versions for each state or one handbook for all operations. In the latter case, policies must reflect the most generous and/or protective 
provisions of the combined state laws (and perhaps federal) that address particular issues. It is always permissible for an employer to grant 
rights or protections to employees who are not otherwise eligible to or entitled to such benefits.

It should be noted that some counties and municipalities have ordinances that affect private and/or public employer handbook policies. 
Employers are well advised to contact such governing entities, since it is not feasible to reflect all such laws in this volume.

State and local employment laws frequently affect the following employer policies and practices:

*
Equal Employment opportunity practices and additional protected categories of employees

* Applicant/employee testing

* Jury duty/witness leave

* Family and medical leave

* Maternity/pregnancy disability leave

* Adoption leave

* School activity leave

* Time off to vote

* Military leave pay treatment

* Employee privacy

* Employee access to personnel records

* Smoking regulations

* Deductions from (final) pay

* Termination payand accrued benefits
 

4.02 
State Law and Family Emergency Leave

a Family, Medical, Pregnancy (Disability), Maternity, Parental, and Adoption Leaves

Employers covered by both the federal Family Medical Leave Act (FMLA) and applicable state law must comply with the provisions of both. 
State leave policy should be separate from and follow FMLA policy.

Employees are entitled to use the most advantageous combination of federal and state leave laws wherever possible. Therefore, employers must 
comply with any provisions of state or local law that provide greater family or medical leave rights than those established by the federal FMLA.
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FMLA rights, protections, and procedures apply to concurrent leaves unless state law provides greater rights or 
protections, or provides for less restrictive procedures. Leave taken under state law policy, whether or not concurrent, is 
not subject to any FMLA limitations (e.g., eligibility, twelve-month entitlement period) that are more restrictive than the 
state law.

Where state leave is taken after FMLA leave entitlement expires, FMLA rights and protections no longer apply, and 
employee protection may be limited to the state restoration provisions unless the employer voluntarily grants FMLA 
rights and protections in such circumstances. If so, the state leave policy statement must be modified.

Leave taken under state law for a purpose not covered by FMLA (e.g., to care for a seriously ill parent-in-law) may not 
be charged against the employee's FMLA leave entitlement and is subject only to state law provisions.

Where state law provides a shorter notice period than the FMLA for leave that is reasonably foreseeable, an employer 
must allow that shorter notice period unless the employee is requesting more leave than required by the state law.

Where only one medical certification is required by state law, no additional certifications may be required by the 
employer unless the employee is requesting more leave than required under state law.

Where state law does not contain an exemption from reinstatement for key employees, such employees may not be 
exempted from reinstatement under concurrent FMLA leave.

Where state law specifies a twelve-month entitlement calculation, employers must follow the method required by the 
state. Employers operating in multiple states with differing state family leave provisions regarding the twelve-month 
calculation must follow the method required by each respective state law. Absent a conflict with state law, employers 
must select a single, uniform policy covering the entire workforce.

Employers must comply with state leave law posting and/or notification requirements, if any.
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SECTION 5 
DRAFTING AND EDITING EMPLOYEE HANDBOOK POLICIES

5.01
The Employee Handbook Development Checklist

5.02 Introductory Material for the Employee Handbook

a. Employee Introductory Material Checklist

b. Sample Policies

5.03 Employee Orientation and Training

a. Observations and Recommendations: Current Trends in Training and Management Development

b. Observations and Recommendations: Organizational and Personal Relationships

c. Employee Orientation and Training Checklist

d. Sample Policies

5.04 CompensationWage and Salary Administration

a. Observations and Recommendations: How to Pay Your Employees Fairly

b. Employee CompensationWage and Salary Administration Checklist

c. Sample Policies
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5.05
Americans With Disabilities Act

a. Americans With Disabilities Act Checklist

b. Sample Polities

5.06 Attendance, Absenteeism, and Leaves of Absence

a. Observations and Recommendations: Importance of an Effective Attendance Improvement Program

b. Observations and Recommendations: Family and Medical Leave Act

c. Observations and Recommendations: Job Rights for Members of the Uniformed Services of the United States

d. Employee Attendance, Absenteeism, and Leaves of Absence Checklist

e. Sample Policies

5.07 Employee Benefits Administration

a. Observations and Recommendations: Health Care BenefitsHow to ''Manage" a Benefits Crisis

b. Employee Benefits Administration Checklist

c. Sample Policies

5.08 Seniority, Promotions, Transfers, and Layoffs

a. Employee Seniority, Promotions, Transfers, and Layoffs Checklist

b. Sample Policies

5.09 Conduct, Corrective Discipline, and Termination

a. Observations and Recommendations: A Positive Approach to Employee Discipline

b. Employee Conduct, Corrective Discipline, and Termination Checklist

c. Sample Policies

5.10 Complaint and Grievance Procedures

a. Observations and Recommendations: Solving On-the-Job Complaints With Formalized Complaint/Grievance Procedures

b. Employee Complaint and Grievance Procedures Checklist

c. Sample Policies
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5.11
Employee Employment Expenses and Reimbursement

a. Employee Expenses and Reimbursement Checklist

b. Sample Policies

5.12 Union-Free Policy Statements

a. Observations and Recommendations: Guidelines for Drafting and Publishing Union-Free Policy Statements

b. Observations and Recommendations: Caution on Publishing Union-Free Statements in Handbooks Distributed to Unionized 
Employees

c. Employee Union-Free Policy Statements Checklist

d. Sample Policies

5.13 Health, Safety, and Security

a. Observations and Recommendations: How to Maintain a Drug-Free Workplace

b. Employee Health, Safety, and Security Checklist

c. Sample Policies

5.14 Customer Service and Quality Standards

a. Employee Customer Service and Quality Standards Checklist

b. Sample Policies

5.15 Employee Responsibilities and Business Ethics

a. Observations and Recommendations: Developing Policies on Employee Responsibilities and Business Ethics

b. Employee Responsibilities and Business Ethics Checklist

c. Sample Policies

5.16 Disclaimers and Handbook Acknowledgment/Receipt Statements

a. Employee Disclaimers and Handbook Acknowledgment/Receipt Statements Checklist

b. Sample Policies
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5.01 
The Employee Handbook Development Checklist

In this section we include an Employee Handbook Development Checklist that was prepared by our professional staff of 
specialists to assist clients in drafting, editing, and publishing new employee handbooks (see Exhibit 5-1).

We have found this Employee Handbook Development Checklist to be a most helpful and practical tool for the person 
who is responsible for heading up an Employee Handbook Committee or for beginning the initial consideration of 
which subjects to include in the first draft of the new or revised employee handbook.

For the Employee Handbook Committee or the management team of any organization, the Employee Handbook 
Development Checklist can be the most practical and useful instrument for deciding what needs to be included in the 
employee handbook draft or which statements in the present employee handbook should be revised and updated.

Some employers may also wish to consider providing either the complete checklist or a condensed version to employees 
when it is time to draft or revise their employee handbook in order to get their involvement and valued input and 
suggestions. We recommended in Section 2 that you involve your supervisory employees in the initial consideration of 
subjects to be included, excluded, or revised and updated. A sample supervisory questionnaire was also provided in 
Section 2 for this purpose (see Section 2.03). In addition, we recommended that you seek out employee suggestions for 
handbook subject matter in your new or revised employee handbook (see Section 2.05).

In this section, you will find separate checklists for the major subject areas that are part of the employer-employee 
relationship in most organizations. Most of the major subject areas contains a special commentary including 
observations and recommendations from our professional staff that relates to specific employee relations subject matter. 
Following this commentary are sample or model employee handbook policy statements. The Employee Handbook 
Committee editor can review and use the sample policy statements in drafting personalized or customized employee 
handbook policy statements for each of the major employer-employee relations areas.

As previously observed and recommended in Section 2.06, the final draft of any new or revised employee handbook 
should be carefully read and reviewed by a professional consultant who specializes in employee handbook development 
or by an employment law attorney. The primary reason for this recommendation is described in Section 1 of this manual.

Numerous employment law cases that involved the publication and distribution of personnel policies and benefit 
statements in employee

Text continued on page 80
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Exhibit 5-1. Employee Handbook Development Checklist
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handbooks have come under close scrutiny by both federal and state agencies, including the NLRB, EEOC, state human rights commissions, 
labor organizations, and state courts. The common-law ''employment-at-will" doctrine is being challenged in a number of states by former 
employees who allege that they were "wrongfully discharged." In many cases, the employee handbook is used as major evidence by either the 
former employee or the company in an effort to prove or disprove that the employee handbook was not a "contract" or that the employee 
handbook contents and disclaimer statements did not provide contractual employment or benefits to present or future employees.

Once your employee handbook manuscript draft has been prepared and edited by the Employee Handbook Committee of your organization and 
before it is published, printed, and distributed to your employees, it must be carefully reviewed by your professional human resources 
consultant retained for this purpose and/or by your employment law attorney.

5.02 
Introductory Material for the Employee Handbook

a 
Employee Introductory Material Checklist

The following checklist can be used to help determine the various subjects to include in your handbook. Sample handbook statements covering 
many of the items in this checklist appear in this section. They can be used to help draft your personalized employee handbook statements.

Our Employee Handbook Should Include:

1.
Introductory statement Yes___ No___ Maybe___

2.
Welcome letter by chief executive officer _____, human resources manager _____, 
administrator_____

Yes___ No___ Maybe___

3.
Who is the "company"? Yes___ No___ Maybe___

4.
The history of our company Yes___ No___ Maybe___

5.
What employees can expect from our company Yes___ No___ Maybe___
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6.
Standards of Excellence policy Yes___ No___ Maybe___

7.
Company philosophy Yes___ No___ Maybe___

8.
Organization chart for our company Yes___ No___ Maybe___

9.
Company products and services Yes___ No___ Maybe___

10.
Purpose of employee handbook Yes___ No___ Maybe___

11.
New or revised edition of handbook Yes___ No___ Maybe___

12.
Introductory disclaimer statement on employment-at-will Yes___ No___ Maybe___

 

b 
Sample Policies

Introductory Statements

Sample Policy 1

This handbook has been prepared so that you may be better informed about policies, procedures, benefits, and other issues concerning your 
employment here. We appreciate the service of those of you who have been with us for some time, and we welcome our new employees.

To a very large extent, we have operated on the principles in this handbook for a long time. Our working conditions and some things about our 
jobs have changed over the years as our company has grown and as things have changed in our industry. These facts have necessitated changes 
in company policies and practices from tiem to time. This manual contains information that will ensure the smooth operation of our plant and 
your well-being as an employee here. (The company reserves the right to delete, amend, or modify these policies and practices as the need may 
dictate.)

All employees are expected to be familiar with and abide by the policies in this manual, and all those with authority to do so have a duty to 
administer these policies fairly and consistently and to enforce them when necessary. If you have questions about anything presented here, 
please see your supervisor for clarification and/or explanation.

Sample Policy 2

This handbook is offered to give our employees a general description of work rules, benefits, and personnel policies of (name of company). The 
handbook should not
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be construed as an employment contract or an agreement for employment for any specified period of time. The 
corporation reserves the right to make changes to this handbook as conditions require. When changes are necessary, you 
will be provided with supplements or a new handbook.

Sample Policy 3

With the publication of this booklet, your management endeavors to take another step forward in our continuing effort 
to maintain a close informative relationship among those who work together at (name of company).

For our new employees, this booklet will introduce our organization to you and give information about our various 
benefits and policies that apply to you as an employee. For those who have been with us, this booklet contains the 
current status of our benefits and policies. These benefits and policies have been developed over the years as a result of 
our effort to constantly improve the conditions of employment of all our employees.

Since the costs of the benefits provided to our employees must be paid for out of the revenue derived from the sale of 
our products, the performance of each and every employee is important to the continuation of these benefits, as well as 
to the success of our operations. For these reasons, we believe it is important that you should know about the benefits, 
policies, and opportunities available to you, as well as the duties and responsibilities of your job.

From time to time, some of the policies included in this booklet may be changed. When such changes have been 
properly determined, they will be brought to your attention through written communications or bulletin-board 
announcements. Our bulletin board is also used to communicate other matters of importance for your attention.

If you have any questions with regard to these or any other matters affecting your job or your employment with the 
company, please discuss the matter with your supervisor or the management.

It is our hope that you will enjoy working here and that you will be able to advance steadily as you make yourself more 
valuable to the company for our mutual benefit.

This book is not to be construed or intended as a contractual agreement.

Sample Policy 4

The intent of the Hospital Employee Guide is to give focus and direction to important aspects of your involvement with 
the hospital. It is not intended in any way to be a contract; instead, this guide should be viewed as providing general 
information about policies, practices, responsibilities, and benefits affecting you while employed at the hospital. The 
hospital also reserves the right to change or revise personnel policies from time to time. If you have questions about 
policies, procedures, or benefits that appear in this guide or any questions that relate to your employment situation, 
either your supervisor or the Personnel Department will be available for clarification.
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Sample Policy 5

Our mission incorporates five elements:

*
To be a growing company. Growth comes from selling more to existing customers, attracting and keeping new ones, and expanding 
operations.

* To be a profitable company. Profitability fuels growth and reflects how well we meet our customers' needs.

* To be a worldwide company. Beyond the obvious benefits of increased sales and earnings from foreign operations, a multinational 
presence minimizes the impact of economic downturns in any one country.

* To be a retailer of groceries. Food is the primary reason shoppers go to supermarkets; groceries are our basic strength. We will 
reinforce it with improved presentation, greater selection, and more aggressive merchandising.

* To be a retailer of related consumer goods and services. Consumers like the convenience of one-stop shopping, so we will actively 
promote related goods and services that contribute to growth and profitability.

 

To fulfill this mission, we have adopted six major objectives, broad in scope but specific in purpose. As tangible statements of principle, they 
represent what we stand for and the higher ideal we seek.

The objectives focus on people: satisfied customers, dedicated employees, discerning stockholders. Our objectives are also results oriented, aimed 
at achieving excellence and sustaining a competitive advance. They are:

*
To attract and retain customers by meeting their needs with quality, service, and value. Using creative market research to identify 
consumer preferencesand following up quickly with a competitively superior combination of quality and servicewill bring shoppers in 
today and keep them coming back tomorrow.

* To operate at the lowest cost consistent with providing quality and value. Only by trimming every unnecessary expense can we give 
customers the merchandise and services they want at prices they like.

* To be innovative, aggressive, and productive in the operation of our business. We are exploring new ideas and emerging technology 
to support growth, enhance productivity, and cement our innovative leadership position in the industry.

* To attract, develop, and reward quality people to operate our company. Bright, friendly, and effective employees, well trained and 
highly motivated, hold the key to our success.

* To return value to stockholders through real earnings growth and strong financial position. Our owners have the right to expect good 
results. We, in turn, are obliged to protect their investment and enhance its value.

* To forge a partnership among all employees to sustain the growth and vitality of our company. Pride, unity, and cooperationthe shared 
values of 156,000 employeeswill shape the company's destiny.
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Welcome Statements

Sample Policy 1

Welcome to (name of company). As a new employee, you are joining the family that has made this Company the 
leading (type of company) company in the world.

As a newcomer, you will want to know more about your job, your work rules, your benefit plans, and many other 
things. The Personnel Department orientation and the first-day instruction by your supervisor should answer many of 
your questions. The following pages will help you become more familiar with our more important rules and procedures.

If there are any questions still unanswered in the Employee Booklet, feel free to consult your supervisor. Your 
supervisor will welcome the opportunity to discuss any aspect of your job with you. Or you may come to the Personnel 
Office.

I wish you every success in your new job, and I trust that your association with (name of company) will be rewarding 
and satisfying.

Sample Policy 2

It is a pleasure to welcome you to (name of company) and to wish you success in your new job. We hope that you will 
quickly feel at home.

Starting a new job is an important event and means as much to us as it does you. Whatever position you hold on our 
team is important. We have built our company to be a leader in its field through teamwork, cooperation, and service. 
Your commitment to these ideals is absolutely necessary for us to continue our mutual success.

The following pages will provide newcomers and those of you who have been with us for some time a better 
understanding of the privileges and responsibilities that go with employment at (name of company). Please note that 
company policies as stated in this handbook will act as guidelines for our activities.

This booklet was prepared to help make you aware of what you can expect from the company and what the company 
will expect of you. It is not meant to cover everything. If you have questions, please ask. Your supervisor or someone in 
the Personnel Department will be glad to talk with you about your job or the company.

We are proud to have you as a part of our team. We hope you will share with us in our sense of pride in our company 
and growth through your experience with us. Please share your employee handbook with your family at home. They, 
too, will learn important information about your new job, our company, and the benefits of working with us.

Sample Policy 3

An interesting and challenging experience awaits you as an employee of ABC Company. To answer some of the 
questions you may have concerning the company and
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its policies, we have written this handbook. Please read it thoroughly and retain it for future reference. The policies 
stated in this handbook are subject to change at the sole discretion of the company. From time to time, you may receive 
updated information concerning changes in policy. Should you have any questions regarding any policies, please ask 
your supervisor or a member of our human resources department for assistance.

This handbook is not a contract guaranteeing employment for any specific duration. Although we hope that your 
employment relationship with us will be long term, either you or the company may terminate this relationship at any 
time, for any reason, with or without cause or notice. Please understand that no supervisor, manager, or representative of 
ABC Company other than the President, the General Counsel, or the Vice President of Human Resources has the 
authority to enter into any agreement with you for employment for any specified period or to make any promises or 
commitments contrary to the foregoing. Further, any employment agreement entered into by the President, the General 
Counsel, or the Vice President of Human Resources shall not be enforceable unless it is in writing. We wish you 
continued success in your position and hope that your employment relationship with us will be a rewarding experience.

Sample Policy 4

We are happy to present you with a copy of our employee handbook. This booklet has been designed to help you know 
your company better. Whether you have been with us for a short time or for many years, we want you to know how 
much we appreciate the contribution you are making to the continued successful operation of our company.

In return for your loyalty and cooperation, we believe it to be our responsibility to keep you accurately informed of our 
company's policies and procedures. This booklet is a summary of the principles for which we stand, the benefits to 
which you are entitled, and the obligations you assume as an employee.

We do not intend that any "rule" or "policy" cause an undue hardship for any employee. We set them forth in this 
booklet simply to let you know what to expect from us and what will be expected of you. These policies are not 
unchangeable but will remain in effect unless changes are considered necessary because of general economic conditions 
or because of conditions pertaining to our particular industry.

Please read your handbook carefully and keep it for future reference. If you should have any questions concerning the 
policies or benefits outlined in this booklet, please ask your supervisor about them. Your supervisor will be glad to help 
you.

Who Is the Company?

Sample Policy 1

We cannot provide good service and fine products to our customers without employees who are interested in doing 
good work. That is one of the reasons why you are so important.
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It is you, the employee, and all other employees who make up our company. We are a team, and we must work together 
toward the common goal of providing a quality product and efficient service to our customers. You are an important 
aspect of our companyyou, the employee.

And in all successful companies, there are two more important groups of people. These are (1) customers and (2) 
stockholders.

Our customers are people. They are as necessary to our business as the plant we work in. We do our best to satisfy the 
needs and desires of all our customers because we know that our business depends on them.

Our stockholders are also part of our company. Someone has to provide us with money and financial support to buy 
merchandise, trucks, and equipment. That makes them partners with us. Stockholders who have invested money in our 
stock are another important aspect of our company.

As you can see, our company consists of three very important groups of peopleemployees, customers, and stockholders.

Sample Policy 2

How many times have you heard someone talk about the "company" as if it were one person or a small group of 
persons?

How many times have you heard that the "company" did this or did that, or sent something to someone, or told 
somebody to do something?

Is it buildings and machinery? These items are certainly necessary, and someone has to provide them or there would be 
no jobs. But buildings and machinery are useless without people to manage and operate them.

Is it your supervisor? You'll admit supervisors are important persons. They must see that assigned work gets done on 
time and that there is a high level of performance by people without unnecessary cost. But they are not "the company."

Is it the company president? Every company must have one top manager, just as every shift has one top foreman or 
supervisor. The manager has the responsibility to make sure that there is proper planning and organization to meet the 
objectives of the company and to see that there is coordination between people in departments and between departments 
so that work gets done as scheduled. But the president is only part of "the company."

Is it you? To be sure, you're mighty important, too. But you'd find it very difficult to do your job without the investment 
and equipment furnished by the owners or without your foreman, the president, or other company officers.

Who, then, is "the company"? It's you, and all of the others. It's the combined, cooperative efforts of everyone directed 
toward a goal of productivity and excellence of service. Another major factor is the company's "image" or the reputation 
it enjoys with our customers and in our community where we're located. Perhaps this one word, reputation, comes 
closer than anything else to describing "the company," because it represents the end result of our efforts and is an 
important part of our future.
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What Employees Can Expect From Our Company

Sample Policy 1

We have an established employee relations policy at (name of company). Our policy is:

*
To seek employees of highest quality

* To select employees on the basis of skill, training, ability, and character without discrimination

* To pay employees fairly according to their effort and their contribution to the success of the company

* To compensate our employees at rates comparable to those of other businesses in our area

* To continually review employee benefits and working conditions, with the objective of providing the best programs we can 
consistent with sound business practices

* To respect the individual rights of each employee and to treat all employees with courtesy and consideration

* To guarantee that all employees enjoy the right to discuss freely with management any problem concerning either their own welfare 
or the company's welfare

* To make promotions from within the company whenever possible

* To develop competent supervisory personnel who understand and meet the objectives of the company and who accept with open-
mindedness the ideas, suggestions, and constructive criticism of fellow employees

* To provide work areas that are safe and orderly

* To keep employees periodically informed of the progress of the company, as well as keep them acquainted with its overall aims and 
objectives

* To dedicate ourselves to the goal of daily improvement

* To do all these things in a spirit of friendliness and cooperation so that our company will continue to be known as "a good place to 
work"

 

Sample Policy 2

OUR PLEDGE TO YOU:

*
To deal with each employee fairly and to show each employee the courtesy and respect due one individual by another

* To ensure that employees are paid fairly

* To keep each employee informed concerning progress within the company, to aid each employee in self-development, and to attain 
common understanding of fair performance standards

* To consider the interests of employees in every company action and plan
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Company Philosophy

Sample Policy 1

As employees each of us will:

1.
Strive for professional excellence in the performance of our jobs

2.
Understand and support the company's direction

3.
Get the job doneexecute

4.
Provide superior service to all our customers and employees

5.
Be flexible, innovative, and responsive to change

6.
Manage human and financial resources wisely

7.
Be a team player, helping others succeed

8.
Encourage open communication throughout the company

9.
Treat all individuals with dignity and respect

10.
Have pride in and sell (name of company) to others

 

Sample Policy 2

The Ten Commandments of Good Business: Our Business Is People

1.
CUSTOMERS are the most important people in any business.

2.
CUSTOMERS are not dependent on uswe are dependent upon them.

3.
CUSTOMERS are not an interruption of workthey are the purpose of it.

4.
CUSTOMERS do us a favor when they callwe are not doing them a favor by serving them.

5.
CUSTOMERS are the most vital part of our businessand they should be treated accordingly.

6.
CUSTOMERS are not a cold statisticthey are people like us, with feelings and emotions.

7.
CUSTOMERS are peopledo not argue or match wits with them.

8.
CUSTOMERS are the ones who bring us their needsit is our job to fill these needs.

9.
CUSTOMERS are deserving of the most courteous and attentive treatment we can give them.

10.
CUSTOMERS are the lifeblood of this and every other businessthey provide our jobs!
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Organization Chart

5.03 
Employee Orientation and Training

a 
Observations and Recommendations: Current Trends in Training and Management Development

The Training Scene Today

The training and development of employees and managers is becoming the number one priority in today's workplace. Today's 
employer no longer has the option to train or not to train; the question simply is how much and when. Training is being 
brought to the forefront by the changing nature of the workforce. There will be fewer and fewer people available
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in the labor pool, so we must keep training those we have now so that their skills will remain up-to-date. As we move farther into the Information 
Age, we will need to train and retrain workers for jobs that did not exist a few years before. No business, no matter what its nature, will remain 
immune to this problem. And as the world becomes more technical, more training will be demanded.

To meet this challenge, the training field is becoming increasingly sophisticated and professional. There are better equipped trainers and a greater 
variety of training materials than ever before in history. This is good for employers because it offers them more resources from which to choose 
when selecting and delivering training and provides more tools to meet training needs.

We live in the era of the lifelong learner. We will have to continue to learn all of our lives, or we will become obsolete. This lifelong learning has 
to be deliberate, planned, and continuous, and we have to be committed to growing and developing.

Who Needs Training?

There are basically three areas of training that we will need to focus on in the years ahead: the employee training, management training, and 
customer service provider training.

First, let us look at the employees. The American Society of Training and Development and the United States Department of Labor conducted a 
study of what employees want to learn in the workplace. They found that today's employees want and need training in the following twelve basic 
skill areas:

1.
Learning to learnthe ability to learn new skills

2.
Listeningthe ability to really hear what others are saying

3.
Oral communicationthe ability to communicate effectively orally

4.
Problem solvingthe ability to solve problems on one's own

5.
Creative thinkingthe ability to come up with new ideas and innovative methods

6.
Self-esteemthe ability to feel good about one's self

7.
Personal and career goalsthe ability to set clear goals

8.
Interpersonal skillsthe ability to relate effectively to others

9.
Teamworkthe ability to work on a team

10.
Negotiationthe ability to build consensus

11.
Organizational effectivenessthe ability to understand the direction in which the organization is heading and to be able to make a 
contribution to the achievement of those goals
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12.
Responsibilitythe ability to assume responsibility

 

These are the needs of employees in the twenty-first century. We need to begin providing this training for them as the employees begin to take 
more and more responsibility for what happens in our organizations.

The second area on which we need to focus in the future is management training. Patricia Aburdene, who with John Naisbitt wrote Reinventing 
the Corporation, observes that ''managing in the 1990s requires a new breed of leadership." Aburdene contends that the manager in the 1990s 
does not give ordershe or she is basically a person who encourages and develops people. The five traditional functions of managersorganizing, 
directing, planning, coordinating, and controllingare beginning to fade into the background. We are now seeing managers in roles such as leader, 
communicator, team member, teacher, learner, career consultant, and coordinator. These are not roles that the traditional manager in today's 
organization has been trained to fulfill. Similarly, the manager of tomorrow will have to be an innovator and a creative leader. This will require 
training our managers in new ways of managing.

As the traditional role of the supervisor changes, supervisors will also require training. The supervisor will be more of a team leader and a team 
facilitator, rather than one who directs. Tomorrow's supervisors will supervise people who know more than they do; their job will be to 
coordinate efforts. The changing role of the supervisor will require new skills that today's supervisory people do not possess.

The third area that will become a focus of training in the future is customer service. Today, we are being required to provide better customer 
service than ever before. To remain competitive, we have to satisfy the needs of today's customer, which are different from the needs of 
yesterday's customer. Today's customer is more intelligent; she wants better value for the money, is willing to pay a higher price for better 
service, and will complain if we do not provide the service. Thus, we need to train all people in an organization to be customer service providers, 
and we need to establish a well-designed, ongoing customer service training program in our organizations, no matter how large or small.

What Kind of Training?

Training today is shifting from random instruction to training designed to meet particular needs and from nonspecific to specific. For example, 
we are no longer including role plays that are not related to the situation. Now we are asking for real situations that happen on the job and are 
walking through them in a training experience. Employers are also demanding that training be highly transferable to the workplace. We
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are training people specifically to do certain things. The employers who are spending training dollars want a retun on their investment.

Priority of Training

The training dollar is staying within the budget of U.S. businesses; it is no longer disappearing. In the past, when budgets need cutting, the first 
thing that went was the training dollars. Today, we are investing in human capital and leaving training dollars in the budget.

b 
Observations and Recommendations: Organizational and Personal Relationships

Almost all employers are rightly concerned about their potential liability for employment-related sexual harassment, and many are concerned 
about employees dating one another because of the potential for sexual harassment allegations. Many employers also recognize the disadvantage 
of workplace nepotism, or the appearance thereof.

Sexual harassment, employee dating, and workplace nepotism are related issues that should be addressed in separate policy statements but should 
be discussed with both management and nonmanagement employees as a "package."

Employment-related sexual harassment has been established as unlawful. Employers can and must prohibit such conduct, and employers must 
take additional appropriate measure to prevent its occurrence or reoccurrence.

Under federal law employers are neither legally required to prohibit nor legally constrained from prohibiting either nepotism or employee dating. 
However, twenty-nine states have enacted laws to protect the right of employees to engage in lawful activities. An employer's attempt to avoid 
sexual harassment by prohibiting dating of coworkers can interfere with employees' off-duty personal lives and could be actionable under some 
of those laws. The issue of dating is a delicate one because any employer strictures may be perceived as an intrusion into employees' private lives 
and off-duty activities and because what is commonly thought of as dating is difficult to characterize within the constructs of a company policy.

The issue of nepotism is more readily definable, but nepotism is only one of several personal relationships with similar potential disadvantages. 
Antinepotism and no-spouse rules may be challenged on several grounds:

*
No-spouse rules have been challenged under a disparate impact theory where the employer is unable to demonstrate "business 
necessity"
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for the rule. In one case, for example, the court found no evidence of the problems the rule was purportedly designed to remedy, 
specifically, dual absenteeism, problems scheduling vacations, and decreased production safety.

* Many state and local human rights laws prohibit discrimination based upon marital status. Typically in these locales, antinepotism 
policies will be upheld only if their are applied uniformly to all relatives and not just to spouses. While many state courts have refused 
to invalidate no-spouse policies, others have upheld statutory challenges, particularly where the policy is seen as unjustified or applied 
in a discriminatory manner.

 

Some states (e.g., California) explicitly limit use of antinepotism policies, and some (e.g., Florida) prohibit discrimination on the basis of marital 
status.

A policy prohibiting employees from being married would violate prohibitions against discrimination by reason of marital status. The following 
policy statements are intended to appropriately and comprehensively address the relevant issues.

We do not recommend an Employee Dating policy. An Organizational and Personal Relationship policy, however, is strongly recommended. An 
Employee Social Relationships policy with an Acknowledgment and Agreement is feasible, but a clearly stated and well-communicated Sexual 
Harassment policy may suffice for employees who do not have defined organizational relationships. A short and long version of an Organizational 
and Family Relationships policy is included to address only nepotism.

In any event, merely spelling out and disseminating policy statements is insufficient. A supervisor and management orientation program and a 
nonmanagement employee orientation program are essential to successful implementation of these correlated issues. In such programs, other forms 
of harassment should also be addressed. The EEOC reports that employers are frequently found in violation of the provisions of the Americans 
with Disabilities Act and the Family Medical Leave Act because supervisors and managers are not knowledgeable about the provisions of these 
laws. Accordingly, the requirements and prohibitions of these laws, as well as attendant supervisory administrative responsibilities, might well be 
included in a supervisory and management orientation program.

c 
Employee Orientation and Training Checklist

The following checklist can be used to determine the various subjects to include in your handbook. Sample handbook statements covering many
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of the items in this checklist appear in this section. They can be used to help draft your personalized employee handbook statements.

Our Employee Handbook Should Include:

1.
Equal employment opportunity Yes___ No___ Maybe___

2.
Affirmative action program Yes___ No___ Maybe___

3.
Harassment guidelines Yes___ No___ Maybe___

4.
Introductory period/employment-at-will

Yes___
No___ Maybe___

5.
Definition of employee statusfull-time, part-time, temporary, nonexempt, exempt Yes___ No___ Maybe___

6.
Hiring of former employees, friends, relatives, and the handicapped Yes___ No___ Maybe___

7.
Employee recruitment and selection Yes___ No___ Maybe___

8.
Employment of former employees Yes___ No___ Maybe___

9.
Employment of relatives Yes___ No___ Maybe___

10.
Organizational and personal relationships Yes___ No___ Maybe___

11.
Employee referrals Yes___ No___ Maybe___

12.
Reception and evaluation of applicants (procedure) Yes___ No___ Maybe___

13.
Selection of employee (procedure) Yes___ No___ Maybe___

14.
Pre-employment physical examinations Yes___ No___ Maybe___

15.
Employment application retention requirements Yes___ No___ Maybe___

16.
Fee payment of employment procurement Yes___ No___ Maybe___
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17.
Induction and orientation procedure Yes___ No___ Maybe___

18. Substance abuse testing Yes___ No___ Maybe___

19. AIDS policy statement Yes___ No___ Maybe___

20. Immigration Reform and Control Act Yes___ No___ Maybe___

A. Completion of I-9 form Yes___ No___ Maybe___

B. Identification of proper documents for verification Yes___ No___ Maybe___

C. Retention requirements Yes___ No___ Maybe___

D. Procedures upon investigation of Department of Labor Yes___ No___ Maybe___

21. Parking Yes___ No___ Maybe___

22. Statement of commitment to training Yes___ No___ Maybe___

23. Tuition reimbursement policy Yes___ No___ Maybe___

24. Statement on cross-training Yes___ No___ Maybe___

25. Statement on supervisory/management training Yes___ No___ Maybe___

26. Statement on employee training Yes___ No___ Maybe___

27. Explain on-the-job training program Yes___ No___ Maybe___

28. Pay while in training Yes___ No___ Maybe___

29. Explain special educational seminars and workshops provided by company Yes___ No___ Maybe___

30. New employee training Yes___ No___ Maybe___
 

d 
Sample Policies

Equal Employment Opportunity

Sample Policy 1

(Name of company) is an equal-opportunity employer. In accordance with federal, state, and local laws, we recruit, hire, promote, and evaluate all 
personnel without
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regard to race, color, religion, sex, age, national origin, citizenship status, physical or mental disability, or past, present, 
or future status in the uniformed services of the United States. Job applicants and present employees are evaluated 
solely on ability, experience, and the requirements of the job.

Sample Policy 2

Equal Employment Opportunity is an integral part of (name of company)'s way of life. Since our beginning, we have 
adhered to a policy of equal opportunity for available positions.

Federal law prohibits discrimination because of race, color, religion, sex, age, national origin, citizenship status, 
physical or mental disability, or past, present, or future status in the uniformed services of the United States in all 
employment practices, including conditions of employment. It is our policy and intent to comply with all applicable 
state and federal laws prohibiting employment discrimination.

Not only are all qualified persons given employment consideration, but those already employed continue to be assured 
of opportunities for advancement according to their abilities. (Name of company)'s policy and practices are based on the 
premise that a person's value is determined by character, loyalty, education, experience, and performance.

Sample Policy 3

Your company is bound to a policy of nondiscrimination and equal employment opportunity because of our strong 
belief that adherence to the principle involved is the only acceptable way to do business.

We are further committed to a policy of equal employment opportunity by our strict adherence to federal, state, and city 
laws on fair employment practices.

This policy of equal employment opportunity extends to all policies, procedures, and programs of your company.

Action relating to employees or applicants for employment is now, and will continue to be, fair and equitable for all. 
This policy includes but is not limited to the following: hiring, promotion, demotion, or transfer, recruitment or 
recruitment advertising, layoff or termination, rates of pay or other forms of compensation, training and selection for 
training.

All employees are expected to support company endeavors in this regard to make this EEO policy 100 percent 
successful.

Sample Policy 4

We believe in people. We need people. It is our objective to employ well-trained and capable people to operate and 
manage the company productively, safely, and profitably.

It is our intent to provide employees an avenue for utilizing their skills to the fullest and an opportunity for advancement 
to the highest available position earned through their skills and efforts and then to compensate them fairly in both their 
wages and protection for them and their families.
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It is our pledge to respect the dignity of both employees and prospective employees and to carry out our relationships 
with them without discrimination because of race, color, religion, sex, age, national origin, citizenship status, physical 
or mental disability, or past, present, or future status in the uniformed services of the United States.

Sample Policy 5

Our company provides equal employment opportunities (EEO) to all employees and applicants for employment without 
regard to race, color, religion, sex, age, national origin, citizenship status, physical or mental disability, or past, present, 
or future status in the uniformed services of the United States in accordance with applicable federal laws. In addition, 
we comply with applicable state and local laws governing nondiscrimination in employment in every location in which 
the company has facilities. This policy applies to all terms and conditions of employment, including but not limited to 
hiring, placement, promotion, termination, layoff, recall, transfer, leaves of absence, compensation, and training.

To further the principle of equal employment opportunity for all, our company has developed affirmative action plans 
for minorities and women, individuals with disabilities, and Vietnam-era and special disabled veterans. These plans, or 
relevant portions of them, are available for your inspection upon request. Please ask your supervisor or a member of the 
Human Resources Department for information regarding these plans.

We expressly prohibit any form of unlawful employee harassment based oooon race, color, religion, sex, national 
origin, age, disability, or status as a Vietnam-era or special disabled veteran. Improper interference with the ability of 
our employees to perform their expected job duties is not tolerated.

Note: The sample EEO policies reflect only federally protected categories. All states and come counties and 
municipalities have nondiscrimination statutes that must be researched to add any additional categories not otherwise 
protected by federal law.

Affirmative Action

Sample Policy 1

The company is an equal opportunity employer and, through its Uniform Employee Selection Procedure and other 
policies, attempts to ensure that no job applicant or employee is discriminated against because of race, color, religion, 
sex, age, national origin, citizenship status, physical or mental disability, or past, present or future status in the armed 
services of the United States. Written affirmative action programs specify the company's policy for females, minorities, 
individuals with disabilities, disabled veterans, and veterans of the Vietnam era.

For more information concerning these affirmative action programs, you should contact your Human Resources 
Department.
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Sample Policy 2

Job applicants and employees who are minorities, females, disabled veterans, veterans of the Vietnam era or individuals 
with disabilities who wish to take advantage of the company's affirmative action program should contact the Manager, 
Equal Employment Opportunity. Our company is committed to taking affirmative steps to promote equal employment 
opportunity for all employees of our company.

All managers, supervisors, and employees are individually and collectively responsible for understanding the intent of 
the company's affirmative action program. Our company is committed to equal employment opportunity through 
affirmative action, and we expect our supervisors, managers, and employees to take the positive steps outlined in our 
written affirmative action program to correct any problem that comes to their attention concerning equal employment 
opportunity and affirmative action.

We expect all employees to be responsible for complying with the intent of our policy. Should any employee act 
contrary to our company's affirmative action program and equal employment opportunity policy, he or she will be 
subject to disciplinary action up to and including termination.

Sample Policy 3

This statement will reaffirm our policy on equal employment opportunity and affirmative action for all females, 
minorities, individuals with disabilities, disabled veterans, and veterans of the Vietnam era.

This company will take affirmative action to recruit, employ, and advance in employment, females, minorities, 
individuals with disabilities, disabled veterans, and veterans of the Vietnam era for all positions in which they are 
qualified to perform. We will impose only valid requirements for employment and promotional opportunities.

Our policy will be extended to all personnel policies and procedures to include hiring, upgrading, demotion or transfer, 
recruitment or recruitment advertising, layoff or termination, rates of pay or other forms of compensation, and selection 
for training.

Our Equal Employment Opportunity Officer will administer all policies and procedures to ensure success of our 
affirmative action program for all females, minorities, individuals with disabilities, disabled veterans, and veterans of 
the Vietnam era.

Sample Policy 4

It is the policy of (name of company) not to discriminate and to provide equal employment opportunity to all qualified 
persons regardless of race, color, sex, religion, national origin, disabilities, or disabled and Vietnam-era veteran status. 
This policy is applied to all employment actions including but not limited to recruitment, hiring, upgrading, promotion, 
transfer, demotion, layoff, recall, termination, rates of pay or other forms of compensation, and selection for training 
including apprenticeship.

As President/CEO of (name of company), I am committed to the principles of
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affirmative action and equal employment opportunity. In order to ensure its dissemination and implementation 
throughout all levels of the company, I have selected (person, title) as Affirmative Action Officer for (name of 
company).

In furtherance of our policy of affirmative action and equal employment opportunity, we have developed a written 
Executive Order Affirmative Action Program, which contains specific and results-oriented procedures to which (name 
of company) is committed to apply every good faith effort. Procedures without efforts to make them work are 
meaningless and effort undirected by specific and meaningful procedures is inadequate. Such elements of (name of 
company)'s. Executive Order Affirmative Action Program will enable applicants and employers to know and avail 
themselves of its benefits is available for review, upon request, during normal business hours.

I invite all applicants for employment and all employees to become aware of the benefits provided by the affirmative 
action program.

Harassment

Commentary on employee handbook policy statements dealing with harassment: Harassment can take many forms, and 
it is not prudent for an employer to prohibit one form (i.e., sexual harassment), to the exclusion of other forms (race, 
color, religion, national origin, age, disability).

The Civil Rights Act of 1991 provides for compensatory and punitive damage awards for any unlawful harassment in 
the workplace. Although this Act currently limits damage awards to from $50,000 to $300,000 (based upon number of 
employees) for each victim, damages for racial harassment are unlimited under federal law, and damages for any form 
of harassment may be unlimited under applicable state law.

The policy statement should cover and describe the various forms of harassment, what employees should do, and what 
the company will do when harassment is alleged to have occurred.

It is important to provide convenient, nonthreatening alternative avenues for employees to register their concerns. Home 
phone number(s) of appropriate management personnel and/or a phone number of a (noncompany) third party designed 
for this purpose should be provided.

Sample Policy 1

We expect every person at (name of company) to be treated with fairness, respect and dignity. Accordingly, any form of 
harassment related to an individual's race color, sex, religion, national origin, age, or disability is a violation of this 
policy and will be treated as a disciplinary matter.

For these purposes, the term harassment includes slurs and any other offensive remarks, jokes, graphic material, or 
other offensive verbal, written, or physical conduct.
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Unwelcome sexual advances, requests for sexual favors, and any other unwelcome, unbecoming verbal or physical 
conduct will not be tolerated and is not a condition of employment. Neither submission to nor rejection of such conduct 
will be used as a basis for employment decisions. Employees who believe they have been subjected to unwelcome 
sexual advances or conduct should inform the perpetrator (preferably at the time of the unwelcome advance) of the 
specific behavior that is unwelcome and request the perpetrator to stop.

The Company is committed to maintaining a safe and healthy work environment and takes all appropriate health and 
safety precautions consistent with current medical knowledge. Accordingly, employees may not refuse to work with, 
cooperate with, withhold services from or otherwise harass, intimidate, demean or isolate a coworker because of a 
known or suspected disability or disease or because of a coworker's association with a person with a disability or 
disease.

If you have any questions about what constitutes harassing behavior, ask your supervisor.

We will take all steps necessary to prevent any form of harassment from occurring. All supervisors and managers are 
informed of this policy and have been instructed as to what constitutes proper and improper behavior. We are prepared 
to promptly take steps necessary to enforce this policy.

Violation of this policy by any employee will subject that employee to disciplinary action, possibly including dismissal. 
If you feel that you have been a victim of harassment by a coworker, member of management, vendor, visitor, or 
customer of this organization or if you become aware of such behavior around you, please contact your supervisor, the 
Human Resources Manager, or any member of management with whom you feel comfortable discussing your concern.

The Company will promptly investigate all complaints and will endeavor to handle these matters expeditiously, 
confidentially, and in a professional manner so as to protect the offended individual and other individuals proving 
relevant information. When the situation is fully understood by management, prompt and appropriate action will be 
taken. There will be no retaliation against anyone for stepping forward with a concern regarding any type of harassment.

Sample Policy 2

Through reasonable management, (name of company) will endeavor to prevent any form of job harassment from 
occurring in our workplace. Submission to unwelcome sexual advances, requests for sexual favors, and any other 
unbecoming verbal or physical conduct is not a condition of employment. Neither submission to nor rejection of such 
conduct will be used as a basis for employment decisions.

Likewise, any annoyances of a racial or ethnic nature will not be tolerated. Such conduct is not only socially 
unacceptable but also unreasonably interferes with work performance and creates an intimidating, hostile, and offensive 
working environment.

Should you ever experience any job harassment problem, please exercise the steps in our company complaint procedure. 
Or, at your option, you may directly contact any member of management in confidence, including the President. You 
may expect prompt and concerned reaction to your problem.
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New Employee Status (Orientation, Tryout, Review Period)

Sample Policy 1

As a new employee, you are regarded as being in an orientation period until you have completed sixty (60) calendar 
days of continuous service. The primary purpose of the orientation period is to provide you with a learning period and 
give the company an opportunity to evaluate your performance.

All new employees are hired on this sixty (60)-day trial basis, during which time you are evaluated by your supervisor 
on your performance on the job, your cooperation, and your dependability, among other performance factors.

Regular employees enjoy certain privileges that are not available to employees in orientation, such as job bidding and 
shift selection privileges. Employees in orientation do not participate in the company benefits program. (Employees are 
eligible for paid holidays during orientation.)

Like regular employees, employees in the orientation period can be terminated at any time at the discretion of the 
company. When an employee completes the orientation period, length of service will be retroactive to date of 
employment.

After an employee completes the orientation period, the employee's continued employment will be subject to the 
company's policies regarding rules of conduct and performance standards. You will then be given a seniority status, 
which is your length of service with the company. This is used for making decisions such as vacation and shift selection 
and determining the order of layoff in the event of a reduction of staff due to economic conditions.

Sample Policy 2

The first sixty days that you work for us are considered your orientation period. During this period, you will work 
closely with your supervisor to learn how to do your job, and you will learn about our policies, procedures, benefits, and 
work rules. This period will allow you the opportunity to find out whether or not you are going to like it here. It also 
gives us a chance to determine if your work, your performance, and your attendance measure up to our standards for a 
good employee. After you complete the orientation period, you become a ''regular" employee entitled to participate in 
the benefits offered by the company as you meet the required eligibility dates.

After forty-five days of your orientation period, a review of your progress will take place, and you will be given 
guidance as to the areas of your work performance that require improvement. Your supervisor will work closely with 
you to help you improve your performance.

Sample Policy 3

In thinking about how "permanent" your job is, it is proper to consider how sure we can be of our company's ability to 
furnish jobs to qualified persons.

We cannot say you will have a job forever, but we can state that our management team's goal is to do its best to guide 
our company successfully toward a future of solid, competitive growth.
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By doing our job productively with a goal of excellence, each of us can help our company continue to grow and prosper.

All employees must understand that their employment is for no definite period of time and that, just as you may 
terminate your employment at any time without notice or cause, so too may the company terminate or modify the 
relationship at any time without notice or cause.

In consideration of your employment, you agree to conform to the company's rules and regulations, and you understand 
that no representative or agent of the company, with the exception of the President, has any authority to enter into any 
agreement for employment for any any specified period of time or to make any agreement contrary to this policy. In no 
fashion does this guideline handbook or anything else presented to you in written or verbal form serve as a guarantee 
(promised or implied) of future employment.

Orientation

Sample Policy 1

During your first few days of employment, you will participate in an orientation program conducted by members of the 
Human Resources Department and by various members of your department, including your supervisor. During this 
program, you will receive important information regarding the performance requirements of your position, basic 
company policies, affirmative action plans, your compensation, and benefit programs, plus other information necessary 
to acquaint you with your job and the company. You will also be asked to complete all necessary paperwork at this 
time, such as medical benefit plan enrollment forms, beneficiary designation forms, and appropriate federal, state, and 
local tax forms. At this time, you will be required to present the company with information establishing your identity 
and your eligibility to work in the United States in accordance with applicable federal law.

Please use this orientation program to familiarize yourself with the company and our policies and benefits. We 
encourage you to ask any questions you may have during this program so that you will understand all the guidelines that 
affect and govern your employment relationship with us.

Sample Policy 2

Your immediate supervisor is one of many who want you to succeed in your job. Only by working together as a team 
with our supervisors and other employees can we continue to be successful and at the same time satisfy our customers 
and stockholders.

Your supervisor is an experienced employee who will give you full opportunity to learn the best ways of doing your 
work. If you have any problem or difficulty in performing your work properly, or if you have a question about any job 
duties, please talk over your problem with your immediate supervisor. He or she is always willing to help you and is the 
best source of information.
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Sample Policy 3

The first ninety days of employment with (name of company) constitute an introductory period during which certain 
benefits will not be available to employees. At the conclusion of the introductory period, an initial evaluation will be 
performed to give the employee an early assessment of his or her performance in the new position.

All new and rehired employees work on an introductory basis for the first ninety calendar days after their date of hire. 
Employees who are promoted or transferred within (name of company) must complete a secondary introductory period 
of the same length with each reassignment to a new position. Any significant absence will automatically extend an 
introductory period by the length of the absence. If (name of company) determines that the designated introductory 
period does not allow sufficient time to thoroughly evaluate the employee's performance, the introductory period may 
be extended for a specified period.

In cases of promotions or transfers within (name of company), an employee who, in the sole judgment of management, 
is not successful in the new position can be removed from that position at any time during the secondary introductory 
period. If this occurs, the employee may be allowed to return to his or her former job or to a comparable job for which 
the employee is qualified, depending on the availability of such positions and the needs of the organization.

During the initial introductory period, new employees are eligible for those benefits that are required by law, such as 
Workers' Compensation Insurance and Social Security. After becoming regular employees, they may also be eligible for 
other (name of company)-provided benefits, subject to the terms and conditions of each benefits program. Employees 
should read the information for each specific benefits program for the details on eligibility requirements.

Benefits eligibility and employment status are not changed during the secondary introductory period that results from a 
promotion or transfer within (name of company).

Sample Policy 4

To help you start your job and become better acquainted with (name of company), our orientation procedure will help 
familiarize you with our company's policies, functions, and operations and your benefits, compensation, and job 
responsibilities. In addition, your supervisor will be available at all times to answer your questions about your job and 
your duties and to offer assistance when required. Your employee handbook will also provide information you will need 
to know, and you are encouraged to read it thoroughly and ask questions at any time.

Sample Policy 5

The first ninety (90) days that you work for (name of company) we consider as your introductory period. During this 
period, you will work closely with your supervisor to learn how to do your job, and you will learn about our policies, 
procedures, benefits,
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and work rules. This period will also allow you the opportunity to find our whether or not you are going to like it here, and it gives us a chance to 
determine if your work and your general behavior indicate that you are likely to measure up to our standards for a good employee. Company 
benefits are generally not available to you during this period. After you complete the introductory period, you become a "regular" employee 
entitled to participate in the benefits offered by the company as you meet the required eligibility date. (You are eligible for holiday pay during 
your introductory period.)

Experience is the best teacher in our business. Your supervisor is an experienced employee who will give you full opportunity to learn the best 
ways of doing your work. Should you have difficulties or have a problem, please talk it over with your supervisor. He or she is always willing to 
help you.

Definition of Employee Status

Sample Policy 1

A regular "full-time employee" is an employee who works a normal workweek, in accordance with an established schedule of at least forty hours 
per week on an annual basis, with overtime hours as required.

A regular "part-time employee" is an employee who works fewer than forty hours per week.

A "temporary employee" is an employee who is hired for specified or limited periods during the year and who may work fewer than forty hours 
per week.

Part-time and temporary employees will receive some benefits, such as Worker's Compensation Insurance and Social Security protection. 
Hospitalization insurance, life insurance, vacation, holiday, paid sick/personal days, and profit-sharing benefits are not available for part-time and 
temporary employees.

Sample Policy 2

For purposes of wage and salary administration and eligibility for overtime payments and employee benefits, our employees are classified as 
follows:

*
Full-time regular employeesEmployees hired to work the company's normal, full-time, thirty-five-hour workweek on a regular basis. 
Such employees may be "exempt" or "nonexempt" as defined below.

* Part-time regular employeesEmployees hired to work fewer than thirty-five hours per week on a regular basis. Such employees may 
be "exempt" or "nonexempt" as defined below.

* Temporary employeesEmployees engaged to work full-time or part-time on the company's payroll with the understanding that their 
employment will be terminated no later than upon completion of a specific assignment. (Note that a temporary employee may be 
offered and may accept a new temporary assignment with the company and thus still retain temporary status.) Such employees may 
be "exempt"
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or "nonexempt" as defined below. (Note that employees hired from temporary employment agencies for specific assignments are 
employees of the respective agency and not of the company.)

* Nonexempt employeesEmployees who are required to be paid overtime at the rate of time and one half (i.e., one and one-half times) 
their regular rate of pay for all hours worked beyond forty hours in a workweek, in accordance with applicable federal wage and hour 
laws.

* Exempt employeesEmployees who are not required to be paid overtime, in accordance with applicable federal wage and hour laws, for 
work performed beyond forty hours in a workweek. Executives, professional employees, outside sales representatives, and certain 
employees in administrative positions are typically exempt.

 

You will be informed of your initial employment classification and of your status as an exempt or nonexempt employee during your orientation 
session. If you change positions during your employment as a result of a promotion, transfer, or otherwise, you will be informed by the Human 
Resources Department of any change in your exemption status.

Please direct any questions regarding your employment classification or exemption status to the Human Resources Department.

Sample Policy 3

Although we do not hire many part-time employees, it is at times necessary to hire someone for less than a full week's work. An employee who 
regularly works fewer than thirty (30) hours is considered a part-time or temporary employee. Persons hired for part-time or temporary work are 
paid at the hourly rate agreed upon when employed. Temporary and part-time workers are not eligible for paid vacations, paid holidays, insurance, 
or any other benefits that are given to full-time employees.

Employment of Former Employees

Sample Policy 1

Former employees who have left (name of company) in good standing will be considered for job openings along with other applicants at the time 
openings become available.

Sample Policy 2

If an employee terminates for any reason and later desires to be reemployed, his or her previous service record will be carefully reviewed. If there 
should be any question regarding his or her reemployment, the matter will be referred to the (department) for decision.
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Sample Policy 3

It is the policy of (name of company) not to rehire an employee more than once. Employees who voluntarily quit will be 
eligible for rehire status, and regular policies will be in effect for employee benefit determination. If, after rehire, an 
employee again voluntarily quits, he or she will be ineligible for rehire.

Sample Policy 4

Anyone who has left our employ in good standing will be considered for re-employment status in any position for which 
he or she is suitable and possesses appropriate skills and experience. Such individuals will be considered as new 
employees, and no reference to or continuation of any previous company benefits or seniority will apply to the new hire. 
Benefit eligibility requirements will be provided as with any other new employee.

Employment of Relatives

Commentary on employee handbook policy statements dealing with organizational and personal relationships: As stated 
previously, "domestic relationships" covers any two employees residing in the same domicile, whether of the same or 
opposite sex, including co-renters, roommates, and domestic partners, making it unnecessary to spell out 
"nontraditional" lifestyles.

As stated, "parents" automatically covers "children," etc. "Other corresponding relationships established by marriage or 
other legal means" covers defined family relationships established by adoption and foster placement; stepparents 
(children, etc.); and common-law and ''in loco parentis" relationships.

The "ranking management employee" should be terminated for involvement in an undisclosed family relationship 
because part of any manager's responsibilities is to ensure that Company policies are carried out, and managers have a 
specific responsibility to disclose any such involvement.

If, because of the needs of the business, the Company wishes to hire, transfer, or promote an individual with a known 
defined personal relationship to another employee into a defined organizational relationship, the affected individual 
should be made aware of the attendant resignation/termination consequences before the placement is effective, to allow 
the individual the opportunity to forgo the employment, transfer, or promotion.

Sample Policy 1

The company recognizes that there are certain disadvantages inherent in the employment of relatives. These 
disadvantages can be harmful to the best interest of
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the company, and they can also be of equal or greater harm to the employees. While the potential for harm exists at all levels and in all areas of 
operation, it becomes greater as job content increases in breadth and complexity, as in technical, professional, and managerial positions and 
when the duties include the handling of confidential material.

In recognition of this potential for harm, the company has established this Employment of Relatives Policy to place certain restrictions on the 
hiring of new employees and the assignment of present employees. This policy should be carried out as follows:

1.
The restrictions shall apply only when all present or prospective employees involved:

a. are or would become regular employees; and

b. are working or would work for the same subsidiary company.

2. The restrictions shall apply only to close relatives of an employee or prospective employee.

3. For the purpose of the policy, an employee's close relatives are defined as: Spouse, Brother, Sister, Parent, Child, Grandparent, 
Grandchild, Uncle, Aunt, Nephew, Niece, Son-in-law, Daughter-in-law, Brother-in-law, Sister-in-law, Spouse's Brother-in-law, 
Spouse's Sister-in-law, Mother-in-law, Father-in-law. In addition, recognizing that there may be relationships other than those 
named that are close relationships, other relatives or relationships may be included, depending upon the circumstances of individual 
cases.

4. Under no circumstances shall any of the following situations be permitted whether such situation would arise because of 
employment, transfer, promotion, marriage, or for any other reason:

a. One close relative would directly or indirectly supervise another.

b. An employee would have access to confidential information or records concerning a close relative. Positions in the Human 
Resources or Payroll Departments and confidential secretarial positions are examples of positions to which close relatives of 
other employees cannot be assigned.

5. Even when there would be no conflict with the two restrictions given in (4), close relatives of a present employee may not be hired 
without the full knowledge and written approval of the President of the company.

6. When an employee marries, or a close relationship among employees is otherwise created, and the resulting relationship conflicts 
with the restrictions in (4), efforts shall be made to resolve the conflict through reassignment. If reassignment is not feasible, one of 
the employees must resign within three months of the creation of the relationship. If neither employee voluntarily resigns, the 
company will terminate one of them at the end of the three-month period. Except in unusual circumstances, the employee with the 
shortest period of continuous service shall be selected for termination.

 

Sample Policy 2

Our company permits the employment of qualified relatives of employees as long as such employment does not, in the opinion of the company, 
create actual or
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perceived conflicts of interest. For purposes of this policy, "relative" is defined as a spouse, child, parent, sibling, grandparent, grandchild, aunt, 
uncle, first cousin, or corresponding in-law or "step" relation. The company will exercise sound business judgment in the placement of related 
employees in accordance with the following guidelines:

*
Individuals who are related by blood or marriage are permitted to work in the same company facility, provided no direct reporting or 
supervisor/management relationship exists. That is, no employee is permitted to work within the "chain of command" of a relative so 
that one relative's work responsibilities, salary, or career progress could be influenced by the other relative.

* No relatives are permitted to work in the same department or in any other positions in which the company believes an inherent 
conflict of interest may exist.

* Employees who marry while employed are treated in accordance with these guidelines. That is, if in the opinion of the company, a 
conflict or an apparent conflict arises as a result of the marriage, one of the employees will be transferred at the earliest practicable 
time.

 

This policy applies to all categories of employment, including regular, temporary, and part-time classifications.

Sample Policy 3

The Company recognizes that there are potential disadvantages inherent in certain organizational relationships between employees who are 
relatives or who have off-duty social, domestic, family, business, or financial relationships.

Accordingly, the Company prohibits organizational relationships between related employees that create the possibility or appearance of favoritism 
or conflict of interest or that have the potential of sexual harassment.

Any employee who is aware that a prohibited defined relationship combination exists or is created by an organizational change or a change in 
personal relationships must promptly notify Company management.

Sample Policy 4

The Company recognizes that there are potential disadvantages inherent in certain organizational relationships between employees who are 
relatives or who have off-duty social, domestic, family, business, or financial relationships.

Accordingly, the Company prohibits organizational relationships between related employees that create the possibility or appearance of favoritism 
or conflict of interest or that have the potential of sexual harassment.

For the purpose of this policy, the following relationship definitions apply:

Personal relationships:

*
Family relationshipsRelatives

* Domestic relationshipsPersons residing in the same domicile
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*
Social relationshipsConsensual relationships that may have the potential of sexual harassment

* Business and financial relationshipsRelationships in which one or the other employee may be subject to significant financial gain or 
loss

 

Relatives:

*
Family membersSpouses, parents, grandparents, siblings, aunts, uncles first cousins, in-laws, and other corresponding relationships 
established by marriage or other legal means

 

Organizational relationships:

*
Intracompany direct or indirect supervision or reporting relationships (management and nonmanagement)

* Job duties that involve handling any type of financial and/or accounting transactions of the other employee

* Job duties that may allow for influence on the employment status, performance appraisal, pay, benefits, or other terms or conditions 
of employment of the other employee

 

Any combination of organizational and personal relationships as defined earlier is prohibited.

Any employee who is uncertain about or has a question regarding an existing or proposed relationship should consult an appropriate (and 
uninvolved) member of management.

The Company will not ordinarily hire, transfer, or promote an individual with a known defined personal relationship to another employee into a 
defined organizational relationship but may do so based on needs of the business. However, a prohibited defined relationship combination could 
become established (e.g., as a result of a Company restructuring or a marriage).

Any employee who is aware that a prohibited defined relationship combination exists or is created by an organizational change or a change in 
personal relationships, must promptly notify Company management.

When the existence of a prohibited defined relationship becomes established, consideration will be given to resolving the conflict through 
reassignment. If reassignment is not feasible, one the of the employees must resign within thirty days. If neither employee voluntarily resigns, the 
Company will terminate one of them, as determined by the needs of the business.

If organizational difficulties arise and the Company determines that an undisclosed defined personal relationship existed without timely 
management notification, the ranking management employee will be subject to termination.

This policy applies to all categories of employment, including regular full-time, part-time, and temporary classifications. It is intended not to single 
out any individuals but to protect the good morale and effectiveness of our employees, as well as the Company's business interests.
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Sample Policy 5

The Company recognizes that there are potential disadvantages inherent in certain organizational relationships between 
employees who are relatives.

Accordingly, the Company prohibits organizational relationships between related employees that create the possibility 
or appearance of favoritism or conflict of interest.

For the purpose of this policy, the following relationship definitions apply:

Relatives include spouses, parents, grandparents, siblings, aunts, uncles, first cousins, and corresponding in-laws, as 
well as other corresponding relationships established by marriage or other legal means.

Organizational relationships are intracompany direct or indirect supervision or reporting relationships (management 
and nonmanagement) and job duties that involve handling any type of financial and/or accounting transactions of the 
other employee or that may allow for influence upon the employment status, performance appraisal, pay, benefits, or 
other terms or conditions of employment of the other employee.

Any combination of organizational and family relationships, as defined here, is prohibited.

Sample Policy 6

As a matter of policy, the company does not employ members of a present employee's immediate family. For purposes 
of this policy, "immediate family" is defined as the employee's spouse, children, parents, and brothers or sisters.

Sample Policy 7

It is the goal of (name of company) to avoid creating or perpetuating circumstances in which the possibility of 
favoritism, conflicts of interest, or impairment of efficient operations may occur. Therefore, while relatives of company 
employees may be hired, relatives may not work in the same department or in a reporting relationship.

For purposes of this policy, relatives are defined as: father, mother, son, daughter, brother, sister, wife, husband, 
grandparent, nephew, or individual who has acquired such a relationship through marriage or who makes his or her 
home with an employee and is in any way related to that employee.

Should two employees in the same department or in a reporting relationship become relatives, as defined in this policy 
during their employment at (name of company), the choice will be theirs as to which employee accepts a transfer into an 
available position suitable to his or her skills and experience. If, between the two employees, a decision cannot be made, 
the employee with the least seniority must transfer into the next available position suitable to his or her skill and 
experience.

The manager may authorize an exception to the provisions of this policy if it is found to be in the best interest of (name 
of company).

The existing employment of relatives in the same department or reporting relationship will be "grandfathered" into this 
policy so that employees can remain in their current position. However, all related employees who are hired or 
employees
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who become relatives after the effective date of this handbook must abide by this policy.

Sample Policy 8

It is the policy of (name of company) to hire the best-qualified employees available for all jobs. However, it is necessary 
that judgment be used in the hiring or placement of close relatives or friends of our employees.

Each application will be considered on its own merits after review of the applicant's record, the type of job available, 
and other relevant factors. Management will make these decisions on an individual basis, giving primary consideration 
to the best interests of the company. If an employee's relative is hired, he or she cannot work in a supervisor/employee 
relationship to the employee. Hiring decisions will take into consideration that immediate relatives (i.e., husband and 
wife, parent and child) may not both be employed on a full-time or regular part-time basis at (name of company).

Employee Social Relationships

Commentary on employee handbook policy statements dealing with employee social relationships: An ancillary 
"benefit" of employment is that it provides opportunities to develop social as well as business contacts and friendships 
and, yes, potential dating and even marriage prospects. For that reason, and because a no-dating policy may be 
perceived as an invasion of privacy, an employer with such a policy may fail to attract and/or may lose some talented 
and productive employees.

It should be kept in mind that the overwhelming proportion of dating relationships will not provide grounds for sexual 
harassment, particularly among employees without compromising organizational relationships. To deprive all 
employees of desired social contacts because one may become contentious appears disproportionate.

"Dating" is not a complex concept in ordinary conversation. If someone said "John and I are dating," anyone would 
know what was meant, without questioning. However, when an employer wishes to prohibit employees from dating 
each other, exactly what off-duty behavior constitutes dating can become rather complicated. Perhaps, in the final 
analysis, the employer might simply prohibit "dating" and rely on the commonly accepted meaning associated with 
ordinary conversation.

But consider these some complications involved in the question of what is dating: Is dating any consensual social 
relationship? Must it involve some form of intimacy? What about mutual participation in athletic, entertainment, and 
cultural events (being mixed-doubles partners, going to the theater, going to an art museum, being bridge partners). 
What
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about frequency and combinations thereof? Can one say "appearing together in places of public or private 
accommodation?" Does one luncheon or dinner engagement suffice? What about "friends" of the same or opposite sex 
(sexual harassment is not limited to male-female interaction).

Whatever the answers to any of these questions, employees may perceive any off-duty prohibitions as an unwarranted 
intrusion into their private lives.

All such off-duty employee interactions can be prohibited where organizational relationships raise the specter of 
favoritism, but without such relationships, the questions of to what extent an employer may legitimately control or be 
held responsible for off-duty employee conduct are significant employee relations and legal issues.

Dating employees may have little or no interactions in the workplace, and even any alleged sexual harassment may be 
limited to off-duty circumstances.

Sample Policy 1

The Company has no desire to intrude into the private lives of employees. However, employees should be aware of the 
Company's commitment to providing a working environment free from sexual harassment and that the Company may 
face potential liability because any consensual social relationship between Company employees may ultimately change 
and result in an allegation of sexual harassment.

Accordingly, employees who have or enter into an off-duty consensual social relationship with another employee that 
could have a potential of sexual harassment must inform Company management and sign an "Acknowledgment and 
Agreement" form as a warranty.

There will be no adverse employment consequences associated with signing the form, and the relationship, the form, 
and the signing of the form will be held in strict confidence.

The Company recognizes that mutual employee participation in a variety of off-duty activities may not be subject to the 
above potential disadvantages and may fall outside the intent of this policy.

Any employee who is uncertain about or has a question regarding dating or other off-duty social relationships or 
activities should consult with his or her immediate supervisor.

If sexual harassment difficulties arise and the Company determines that an undisclosed social relationship existed 
without management notification, both employees will be subject to termination.

Employee social relationships combined with certain organizational relationships are prohibited under a separate 
Company policy.

Employee Referrals and Recruitment Bonuses

Sample Policy 1

Over many years, employees working for our company have been the best source of new employee referrals as we 
continue to grow to a larger organization. You may
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wish to recommend some of your friends to apply for a vacancy in our company. Our human resources department will 
be happy to interview anyone you recommend. Naturally, all applicants for employment will be hired only if they meet 
the requirements of the vacant position. When you refer any friend to our human resources department, be sure to tell 
the applicant to mention your name.

We should be glad to consider your friends for employment if a suitable position is open and their references are 
satisfactory.

Sample Policy 2

If you know someone who is interested in finding a good job, please refer him or her to our personnel office. For each 
applicant you refer who is hired for a full-time job with our company, you will receive a recruitment bonus of $25 
award at the end of the new employee's first thirty work days and another $25 at the completion of the employee's first 
ninety work days of employment with our company.

Immigration Reform and Control Act

Sample Policy 1

In compliance with the Immigration Reform and Control Act of 1986, we require all newly hired employees to present 
documented proof of identity and eligibility to work in the United States. Employees will be required to furnish this 
information within three working days of hire date.

Sample Policy 2

The Immigration Reform and Control Act of 1986 requires that all employees hired by (name of company) provide 
documentation proving that they have a legal right to work in the United States.

In compliance with this act, all job offers extended to successful applicants are made contingent upon the receipt of the 
required documentation and completion of INS Form I-9. Only those successful applicants who complete Form I-9 will 
be permitted to begin work. New employees must provide the required documentation within three (3) business days of 
the date of hire.

Sample Policy 3

(Name of company) is committed to employing only United States citizens and aliens who are authorized to work in the 
United States and does not unlawfully discriminate on the basis of national origin or citizenship status.

In compliance with the Immigration Reform and Control Act of 1986, each new employee, as a condition of 
employment, must complete the employment eligibility verification Form I-9 before starting work and present 
documentation estahlishing identity and employment eligibility within three (3) business days from the date of hire. 
Former employees who are rehired must also complete the form if they have not completed an I-9 with (name of 
company) within the past three (3) years or if their previous I-9 is no longer retained or valid.
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Employees with questions or seeking more information on immigration law issues are encouraged to contact their supervisor. Employees may 
raise questions or complaints about immigration law compliance without fear of reprisal.

Parking

Sample Policy 1

Large, surfaced parking areas are provided for your convenience.

The following suggestions are offered for your convenience and safety while driving on (name of company) property. Your compliance is 
essential to the orderly and safe operation of vehicles at our plant.

*
Observe the posted speed limits and direction signs.

* Use only one parking space.

* Do not block other cars.

* Do not park in areas reserved for visitors, salesmen, and customers or in restricted "no parking" or "handicapped" areas.
 

Designated tow areas will be enforced.

Special parking areas are available for employees who are temporarily or permanently handicapped. If you have a need for this service, see the 
on-duty Security Officer.

Sample Policy 2

We have provided a well-lighted, paved parking area for employee use only. In addition, a designated area is provided for motorcycle parking 
only and automobiles are strictly prohibited from parking in this area. Speeding and/or reckless driving in the parking and drive area are against 
company policy, and violations should be reported to your supervisor for the safety and well-being of all employees. Employees are not to park 
in unauthorized areas, such as in the shipping dock turnaround area.

Should you suspect vandalism of your vehicle, please report this to your supervisor immediately upon discovery. Likewise, report any 
harassment or unusual happenings.

Sample Policy 3

Adequate parking is provided for all employees in the parking lot. Employees may park in any parking zone in the area that is striped for 
parking, excluding the areas designated for company vehicles.

We must ensure at all times that sufficient space is available in the parking lot to permit immediate access for fire equipment, if necessary. 
Therefore, all cars or trucks that are parked in unauthorized areas may be towed away at the employee's expense. Office or plant personnel 
should park in the employee parking lot and not on the street on the side or front of the building.

All personnel must have a parking sticker to park on company property. The
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company cannot be held responsible for any vandalism, theft, or damage that may occur to any vehicle while parked on 
company property.

Sample Policy 4

Parking lots are provided for use by all employees. Spaces not reserved are available on a first-come basis.

You will be expected to observe the parking regulations. A copy of these regulations is supplied to each employee when 
initially hired. Please note the areas where parking is not permitted and regulations regarding how to park, exit from the 
driveways, and pick up passengers at the entrances.

The Personnel Office issues a numbered employee sticker to place on the lower left corner of the rear window of your 
car. If you change cars, please request a new sticker from the Personnel Office. All employee cars on the parking lots 
must carry this sticker.

Please exercise courtesy in the use of the lots.

Sample Policy 5

Our company provides you with parking facilities. However, we cannot be liable for fire, theft, damage, or personal 
injury involving employees' automobiles. Protect your property by locking your car doors. Courtesy and common sense 
in parking and driving will avoid accidents, personal injuries, and damage to your car and to those of others.

Sample Policy 6

The company has, in most cases, provided an area for employees to park their personal vehicles while they are working. 
All employees are advised that they park at their own risk in using these facilities. The company shall not be responsible 
for any loss or damage occurring to vehicles of employees or visitors while parked at company lots. This includes, but is 
not limited to, alleged damage from possible generating plant emissions.

Tuition Reimbursement

Sample Policy 1

Our company realizes that our future success and long-term growth depend in part on the development of our 
employees. Education benefits our employees and our company. Employee education is supported through our Tuition 
Reimbursement Program. This program strives to balance both personal development and ongoing business needs by 
reimbursing tuition and certain fees for courses or degree requirements directly related to an employee's current job, 
next logical position, or long-term career development. Company approval of tuition reimbursement does not imply that 
an employee will be transferred or promoted as a result of these studies.

Under the Tuition Reimbursement Program, the company will reimburse to full-time
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regular employees 100 percent of tuition, registration, graduation, and laboratory fees for the satisfactory completion of approved courses. Part-
time regular employees are reimbursed on a prorated basis.

In order to participate in this program, an employee must:

*
Have been employed at our company as a full-time regular or part-time regular employee for at least six months.

* Be at an acceptable or better level of job performance at the time application and not on Warning for any reason.

* Complete a ''Request for Tuition Reimbursement" form, each semester, and have it approved by his or her supervisor.

* Submit the completed form to the Program Administrator at least two weeks prior to the course registration date. (Note: Pass-Fail or 
Audited courses must have the employee's department manager's authorization prior to submission to the Program Administrator.) 
The approved form will be returned to the employee indicating authorization to enroll in the course. Incorrect or incomplete forms 
will be returned and may therefore cause delays in the ability to register for the intended course.

* Attend programs accredited by organizations such as the American Council on Education/Council on Postsecondary Accreditation 
or the American Association of Community and Junior Colleges.

 

In order to receive reimbursement, the employee must:

*
Maintain regular employment until course completion.

* Obtain a "C" or better grade.

* Submit all copies of the preapproved "Request for Tuition Reimbursement" form along with the following information to the 
Program Administrator within 60 days of course completion:

 Evidence of satisfactory completion of the course(s), such as a grade report or a letter from the professor on school stationery.

 An invoice or bill from the institution showing a breakdown of charges.
 

Tuition Reimbursement Program refunds will be made by the Payroll Department. All relevant tax laws will be followed when preparing payments.

While this program provides competitive and liberal coverage, there are some limitations:

*
Expenses for books, travel, application, activity, and health fees, parking late enrollments, deferred payment fees, or miscellaneous 
fees are not covered.

* Below "C" grades, dropped courses, or incomplete courses are not covered.

* Entry tests and preparatory tests are not covered. Job-related tests, training programs, or programs by nonaccredited vendors are also 
not covered under this policy.

* Loans, direct payments, prepayments to schools, or advances cannot be made.
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*
The company does not refund any expenses covered through grants, scholarships, veteran's benefits, student financial aid programs, 
etc.

* Requests for Educational Leaves of Absence and Executive MBA Degrees must be approved by the Vice President of Human 
Resources and the General Manager.

 

Sample Policy 2

Our company has established an educational assistance program to help eligible employees develop their skills and upgrade their performance. All 
full-time regular employees who have completed a minimum of one year of service are eligible to participate in the program.

Under our program, educational assistance is provided for courses offered by approved institutions of learning such as accredited colleges, 
universities, and secretarial and trade schools. Courses must be, in the company's opinion, directly or reasonably related to your present job or part 
of a degree program or in line with a position that the company believes you can reasonably achieve. Courses must not interfere with your job 
responsibilities and must be taken on your time.

Reimbursement covers actual costs of tuition and registration fees only and is limited to a maximum of six credits per semester for approved 
courses, based on the following schedule:

Grade Received Amount of Reimbursement

A
100%

B
75

P (pass/fail courses)
75

C
50

Lower than C
0

 

Employees eligible for reimbursement from any other source (e.g., a government-sponsored program or a scholarship) may seek assistance under 
our educational assistance program but will be reimbursed only for the difference between the amount received from the other funding source and 
the actual course cost up to the maximum reimbursement allowable under this policy based on the grade received.

To be eligible for reimbursement, you must submit a tuition reimbursement form to your supervisor prior to the scheduled commencement of your 
course(s), receive written approval from your supervisor and the Human Resources Department in advance, be actively employed at the time of 
course completion, and receive a qualifying grade.

Sample Policy 3

The company wishes to encourage and assist employees who continue to add educational qualifications in their career fields that will improve their 
personal development
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and job performance. In this line, with prior approval, the company will reimburse an employee up to $1,000 of tuition per school year should he 
or she desire to continue education in job-related courses of study or courses toward the attainment of a degree. Employees must secure proper 
written approvals prior to starting course work. Required forms are available from the Human Resources Department. In addition, the employee 
must be in active employment status at the completion of the course to receive reimbursement.

Sample Policy 4

In all areas of local government there is a need for training, and with this training there are associated costs. While training will vary from 
conventions to formal collegiate settings, the following will apply based on need and funds available:

1.
Registration will be paid by the company. Any registration fee for the spouse will be determined by the Manager's office at the time 
of application.

2. Room and customary meals will be reimbursed.

3. Travel with private vehicles will be reimbursed to the driver/owner at the then current allowed federal rate. With prior approval, 
other methods of travel will result in advance payment or reimbursement for the travel fee or the issuance of a credit card.

4. Employees who have completed job-related academic courses approved in advance will be reimbursed for tuition and books, 
providing a minimum grade of C is achieved. However, based on business need, the company may provide payment in advance. 
Please see your department head for details.

 

Sample Policy 5

If the company's policy for promotion from within is to work, it will be necessary for you to improve yourself. We encourage you to accept 
every opportunity for outside study. As an inducement for employees to further their education and training, the company has agreed to pay the 
tuition costs and reasonable expenses, upon enrollment, of the development courses that have been approved by the company as beneficial to 
employees in their present jobs. If an employee does not complete the course, he or she must reimburse the company for any tuition costs or 
expenses provided by the company. More details concerning the mechanics of the company-sponsored program may be obtained by consulting a 
supervisor. Our management is always available to assist and advise you in any way possible so that you can most effectively take advantage of 
the many educational programs that are available to you.

Training

Sample Policy 1

From time to time, our employees will be required to attend various traiming programs and workshops conducted or offered by our company. 
These training programs
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are designed to provide knowledge and skills to ensure better job performance. Our company will pay for the required 
training.

In addition to required training, our company will offer educational and development programs to be attended on a 
voluntary basis. These voluntary training programs are designed to help interested employees qualify for jobs within our 
company involving more responsibility and pay.

Sample Policy 2

Our company sponsors inhouse training and orientation programs that are available to employees interested in 
developing their administrative, managerial, and secretarial skills. A complete list of training and development courses 
can be obtained from the director of human resources. You may request, with your supervisor's approval, to participate 
in these courses provided you meet the eligibility requirements and complete the training request form. It is 
recommended that you and your supervisors discuss your desire to participate in our inhouse training programs and the 
value of the particular course before you complete the training request.

Sample Policy 3

Employees will be granted time to attend appropriate training programs when related to their jobs. When training 
programs exist outside the premises and employees are sent at the request of the company, the cost of the training 
program and all direct travel expenses (when outside the city) will be paid for by (name of company) when approved in 
advance by management. Please consult your supervisor when pursuing training opportunities.

5.04 
CompensationWage and Salary Administration

a 
Observations and Recommendations: How to Pay Your Employees Fairly

One of the most important policy statements in an employee handbook should be that of wage and salary administration, 
or how you compensate your employees. The employees' salary or pay plan is of major important to all employees. 
Although many handbooks do not devote much space or wording to this important subject, we recommend that new 
employee handbooks or employee handbook revisions include more information on your company's policy and 
procedure involving your wage and salary administration program.

A review of numerous employee handbooks would indicate that most companies do provide a very general policy 
statement about their wage and salary programs. There are important reasons why this subject
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should be covered in some detail in your new or revised employee handbook:

Employer Advantages of Communicating the Basics of Wage and Salary Program in Employee Handbooks

1.
Employers need to assure employees that their wages or salaries are paid on a competitive basis relative to the labor market and the 
industry in which they work.

2. You want to assure your employees that your pay policy provides for wage and salary equities within each job classification 
compared to other jobs in the company or facility.

3. You want to communicate to and reassure your employees that your wage and salary program provides for compensation to all 
employees that is competitive with other employers in similar job classification in the same industry and in the same geographical 
area.

4. Employers need to communicate through the employee handbook the fact that their wages or salaries are subject to semiannual or 
annual reviews based upon performance, cost of living, or some other criteria so that employees will know how often their wage rate 
or salary will be reviewed and possibly increased by management.

5. The most important advantage of communicating your wage and salary program through your employee handbook is that it properly 
documents your "nondiscriminatory" compensation and benefit programs that are subject to review by one or more federal or state 
regulatory agencies, such as the federal Wage-Hour and Public Contracts Divisions, the Equal Employment Opportunity 
Commission (EEOC), the Office of Federal Contract Compliance (OFCC), or the National Labor Relations Board (NLRB). There 
have been numerous cases where proper and current policy statements in employee handbooks have provided employers with 
substantial "good faith documentation" that their wage and salary programs do not discrimination against any minority employees or 
other protected employees in various job classifications.

By publishing and communicating your wage and salary administration program, you eliminate much secrecy and insecurity among 
employees as to how they're compensated and remove concerns about wage inequities and other distorted beliefs concerning wage 
classification inequities.

6. If you have not developed a formal wage and salary administration program at your organization, the odds are very good that you 
have pay rates that are "out of line" right now. The longer you wait to develop such a program, the more difficult it will become to 
bring these rates back in
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line and implement your new program. Further, you simply will not be able to attract and retain good, qualified employees without 
fair and competitive rates of pay; the only way that you will know for sure that your rates of pay are proper is through the 
development of a formal wage and salary administration program. Otherwise, it's simply a "hit-and-miss" affair.

7. Publishing your wage and salary policy statement in the employee handbook will help establish management credibility (trust, 
confidence, and respect) of your wage and salary program. Properly communicating the purpose of your wage and salary program, 
how it functions, how it is administered, and why it is competitive will cause your employees to feel that they are being 
compensated fairly and competitively.

 

What to Cover in Your Employee Handbook Policy Statements on Wage or Salary Administration

We recommend that the following major points be clearly communicated in your employee handbook policy statements dealing with wage and 
salary administration:

*
Jobs within your establishment differ in responsibility, working conditions, complexity, and other important factors. Rates of pay 
that employees receive for performing their jobs reflect differences in skill levels. In other words, the job of bookkeeper will be paid 
fairly, compared to the job of machine operator, compared to the job of computer programmer, compared to the job of supervisor, 
and compared to every other job in the organization.

* The overall pay structure at your organization compares favorably with other organizations in your area and in your industry. For 
example, a secretary at your organization is paid fairly compared to a secretary at XYZ Company just down the road. If you operate 
a hospital, your x-ray technicians receive competitive pay rates compared to other x-ray technicians in other hospitals in your area.

* Your rates of pay are fair both internally and externally. You know that your pay rates are proper, and you can defend them to both 
your board of directors and your employees. Your board of directors approves an appropriate amount of money for employee 
compensation. You can explain to your employees that their rates of pay are fair and competitive compared to those at other 
organizations in the area and compared to those of other employees in your establishment.

* You conduct annual wage and salary surveys, which tell you that the rates of pay that you provide your employees are fair and 
competitive.
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*
Employees' "total" compensation includes not only their take-home pay from their regular wages and salaries but also their costly 
employee benefits.

 

Communicate Your Employees' "Hidden Paycheck"the Dollar Value of Your Employee Benefitsin Your Employee Handbook

National statistics from the U.S. Chamber of Commerce indicate that average employer benefits contributions approach 37 percent of payroll 
expense. Employee benefits costs usually average in excess of $6,000 per year per employee. Unless benefits costs are communicated to each 
employee, the primary advantages of providing benefits are lost.

A benefits policy statement in your employee handbook can be one of the most effective ways to communicate employee benefits plans 
including the company's cost for providing the benefits. The use of this policy statement can serve to enhance employee productivity, morale, 
and loyalty.

What to Exclude From Employee Handbooks Concerning Your Wage and Salary Program

It is recommended that your policy statement on wage and salary administration in new or revised employee handbooks exclude the following:

1.
Job evaluation factors, points, and descriptive evaluation factors

2. Actual salary ranges or wage ranges within a pay grade or labor grade

3. Actual hourly rates or salaries according to a given job classification or salary position
 

These wage and salary details should be properly covered in your company's personnel policy and procedures manual, not your employee 
handbook. Such information should be conveyed to the employee in a one-on-one performance evaluation and review when appropriate. There 
are also situations where such wage and salary data can be posted on company bulletin boards or individually provided to the employee during 
employee orientation or annual performance reviews.

You should also avoid a policy statement dealing with the confidentiality of wages or salaries and advising employees not to discuss them with 
other employees with the exception of supervisors or the personnel office. Such statements or comments can have serious repercussions in terms 
of negative morale among employees who often refer to it as a
  

 

file:///E|/Buku%20Ekonomi2/Addition%201/How%20to%20Develop%20an%20Employee%20Handbook/files/page_122.html4/16/2009 4:07:16 AM



page_123

Page 123

"wage and salary gag order." More important, NLRB has filed unfair labor practice charges against employers that have 
attempted to publish and enforce such "no discussion" wage and salary policies. Such policies have been held to be in 
violation of the National Labor Relations Act (NLRA). For example, one NLRB decision held that an employer violated 
the NLRA when it established and communicated a wage and salary policy that prohibited employees from discussing 
their wages with other employees. The prohibition also reminded employees that they would be subject to termination if 
they were found communicating their wage and salaries with other employees.

One employee who was discharged for discussing wages and a pay increase with other employees filed an unfair labor 
practice charge against his employer dealing with Section 8(a)(1) and Section 8(a)(3) of the National Labor Relations 
Act (Brookshire Grocery Company, 294 NLRB No. 34, May 31, 1989). These sections make it an unfair labor practice 
for an employer to interfere with, threaten, or coerce employees in the exercise of their rights to engage in concerted 
activities for their mutual aid and protection guaranteed under Section 7 of the National Labor Relations Act. Section 8
(a)(3) prohibits employers from discharging an employee in the exercise of such rights to engage in union activity, 
collective bargaining, or other concerted activities for their mutual aid and protection. We recommend that no such 
restrictions pertaining to discussing or talking about wages or salaries be included in any employee handbook 
statements.

Communicate Your Employee Performance Review Policy

Your employee handbook should also contain a policy statement covering the purpose of and the procedure for 
employee performance evaluations and reviews. All supervisors and employees should receive semiannual or annual 
performance evaluations and reviews. This important feedback on employee performance should be provided based on 
an objective-based evaluation of the employee's performance, using job-related criteria rather than subjective 
evaluations.

To avoid potential discrimination charges from the EEOC on claims of "adverse impact," employers must comply with 
the EEOC guidelines requiring employers to validate any selection procedure or criteria used as a basis for making 
employment decisions if they have an adverse impact on a protected group. The EEOC has defined this regulation to 
include not only hiring but promotions, demotion, referral, and retention. If you establish and maintain a performance 
appraisal and review policy as part of your wage and salary program that is common in your industry, use customized 
performance appraisal forms and train supervisors to conduct
  

 

file:///E|/Buku%20Ekonomi2/Addition%201/How%20to%20Develop%20an%20Employee%20Handbook/files/page_123.html4/16/2009 4:07:17 AM



page_124

Page 124

their performance reviews on an objective basis that is directly related to job performance.

Equally important, once you commit to conducting performance appraisals and reviews, management must be consistent and schedule such 
performance appraisals and reviews with all employees when due. It is anticipated that some state laws that look upon employee handbook 
statements as "implied contracts of employment" might look on an employer's failure to conduct a performance appraisal review at established 
intervals as a breach of implied promise to conduct such performance appraisal reviews.

Managers and supervisors responsible for conducting these performance appraisals and reviews should be properly trained in the necessary 
definitions and job performance criteria, and they should be trained to communicate both negative and positive performance appraisals to all 
employees.

b 
Employee CompensationWage and Salary Administration Checklist

The following checklist can be used to determine the various subjects to include in your handbook. Sample handbook statements covering many of 
the items in this checklist appear in this section. They can be used to help draft your personalized employee handbook statements.

Our Employee Handbook Should Include:

1. Wage and salary policiescompensation philosophy Yes___ No___ Maybe___

2. How wages and salaries are determined Yes___ No___ Maybe___

A. Job evaluation plancriteria for job descriptions Yes___ No___ Maybe___

B. Merit or performance appraisals Yes___ No___ Maybe___

C. Salary ranges by classifications Yes___ No___ Maybe___

D. Progression raises Yes___ No___ Maybe___

E. Incentive wage policies Yes___ No___ Maybe___

F. Pay for performance Yes___ No___ Maybe___

3. Wage and salary differentials Yes___ No___ Maybe___

A. Shift differentials Yes___ No___ Maybe___

B. Differentials for learners and apprentices Yes___ No___ Maybe___
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C.
Call-in pay, call-back pay Yes___ No___ Maybe___

D. Report-in pay Yes___ No___ Maybe___

4. Overtime pay policies Yes___ No___ Maybe___

A. Employees subject to overtime premium pay Yes___ No___ Maybe___

B. Employees exempt from overtime premium pay Yes___ No___ Maybe___

5. Promotions Yes___ No___ Maybe___

A. Criteria for promotions Yes___ No___ Maybe___

B. Raises for promotions Yes___ No___ Maybe___

6. Payroll deductions Yes___ No___ Maybe___

A. Legal Yes___ No___ Maybe___

B. Company Yes___ No___ Maybe___

7. Bonus plans Yes___ No___ Maybe___

8. Hours of work Yes___ No___ Maybe___

A. Flextime work schedule Yes___ No___ Maybe___

B. Shift schedules and workweek Yes___ No___ Maybe___

C. Recording compensable hours of work Yes___ No___ Maybe___

9. Company property escrow Yes___ No___ Maybe___
 

c 
Sample Policies

Wage and Salary

Sample Policy 1

To attract and retain above-average employees, our company endeavors to pay salaries competitive with those paid by other employers in our 
industry and in the applicable labor markets in which we maintain facilities. In line with this objective, we monitor our wage scales to ensure that 
they are kept in line with local as well as national economic conditions.

Each position at our company has been studied and assigned a salary grade. Each grade has been assigned a corresponding salary range. 
Periodically, we may revise job descriptions, evaluate individual jobs to ensure that they are rated and paid appropriately, and review job 
specifications to ensure that they are directly job related.

Your salary will be reviewed on an annual basis, and if you are granted a salary increase, it will normally be effective on your anniversary date.
  

 

file:///E|/Buku%20Ekonomi2/Addition%201/How%20to%20Develop%20an%20Employee%20Handbook/files/page_125.html4/16/2009 4:07:17 AM



page_126

Page 126

Your total compensation consists not only of the salary you are paid but also of the various benefits you are offered, such as group health and 
life insurance and your retirement plan, as described in a later section of this handbook.

Questions regarding our salary administration program or your individual salary should be directed to your supervisor or the Human 
Resources Department.

Sample Policy 2

Under the free enterprise system, different jobs receive different rates of pay. Jobs that are more complex and that fewer people have the 
skills to perform receive greater rates of pay.

Within the company, your job has been evaluated according to the duties and skills required. The jobs that are evaluated as having similar 
requirements of skill and complexity are in the same pay range. The jobs in pay range 1 are (insert your job titles here). These have the 
fewest skill requirements. Pay range 2 jobs are (insert titles here). These have the next highest skill and complexity requirements. Pay range 
3 jobs are (insert job titles). These have the highest requirements. In short, how much pay you receive depends primarily on how your job is 
evaluated.

Progress through your own pay range will depend upon meeting performance standards. If you increase skills and learn the job, you will 
move up in your job's pay range. If you do not demonstrate to your supervisor's satisfaction that you are increasing skills and performance, 
your pay rate will not move up in the pay range. You should discuss performance expectations with your supervisor and ensure that you are 
receiving the proper skills training and experience so that you will not miss an opportunity to receive a pay increase. Remember, you are 
personally responsible for assuring that you qualify for a pay step increase. For improved performance, you will continue to receive step 
increases until you reach the maximum for your pay range.

To make sure we are competitive, our company conducts wage and benefit surveys once a year. Appropriate pay adjustments are based on 
the following factors:

*
Pay levels of other companies in our industry located in our area

* Inflation

* Overall performance and progress of company operations
 

Sample Policy 3

It is our policy to pay wages and salaries comparable to those paid for similar jobs in our surrounding area. We adjust our wage and salary 
ranges in accordance with the business and general economic conditions of our bank.

Your individual job classification and level of compensation are determined by the requirements of your job in such factors as responsibility, 
skill, and training.

Sample Policy 4

To attract and retain highly qualified employees, we endeavor to pay wages that are comparable to those paid in our profession and in our 
area. In keeping with this
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objective, we monitor our pay scales on a regular basis to ensure that they are competitive in our industry and with local 
and regional conditions. We adjust our wage and salary ranges in accordance with our ability to pay and with general 
economic conditions.

Your individual job classification and level of compensation are determined by the requirements of your job and such 
factors as responsibility, skill, training, education, and other related factors. Wage and salary increases are based on 
your record of performance on the job and your particular job classification.

Merit and Performance Appraisals

Sample Policy 1

All employees of (name of company) are expected to work as a team. You were employed to work for the company, not 
just to do a specific job. At times you will be asked to assist in areas other than your regularly assigned duties. Cheerful 
cooperation in our team effort is expected from all employees.

Each employee's job performance will be reviewed with the Vice President at least once a year. This process will 
provide each employee with an opportunity to note major accomplishments and progress as well as performance 
problems.

The performance appraisal process will inform employees of their standing in the organization and communicate 
expected standards of performance. It is also used to discuss work standards, areas where improvement is needed, and 
possible merit increases.

Sample Policy 2

To ensure that you perform your job to the best of your abilities, it is important that you be recognized for good 
performance and that you receive appropriate suggestions for improvement when necessary. Consistent with this goal, 
your performance will be evaluated by your supervisor on an ongoing basis. You will also receive periodic written 
evaluations of your performance. If you are a nonexempt employee, such evaluations will normally occur after you have 
been employed for six months, on your first anniversary date, and annually thereafter. In addition, if you are promoted 
or transferred to a new position, your performance will normally be evaluated in writing after you have been in your 
new job for six months. We endeavor to conduct written performance reviews of each employees's performance 
annually.

All written performance reviews will be based on your overall performance in relation to your job responsibilities and 
will also take into account your conduct, demeanor, and record of attendance and tardiness.

In addition to the regular performance evaluations described above, special written performance evaluations may be 
conducted by your supervisor at any time to advise you of the existence of performance or disciplinary problems.

Sample Policy 3

All of us like to know how we're doing on the job. Day-by-day comments from supervisors help, but now and then there 
is a need to review all phases of your work performance.
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In our company we have a method we call ''Performance Review." It's a procedure that requires each supervisor to evaluate the performance of 
every employee under his or her supervision. Your supervisor will discuss your performance with you at the time of each performance review, 
point out how well you are carrying out your job, and suggest where and how improvements can be made.

Your review will be based on such factors as the quality and quantity of the work you have done during the past year, knowledge of your job, 
initiative, attendance, personal conduct record, and attitude toward your job and other employees.

Our performance review gives you an opportunity to have a face-to-face discussion of your performance with your immediate supervisor and 
to learn how you can maintain and/or improve your on-the-job performance.

If you have any questions about how you are doing or what we can do to help you improve your performance, please ask your supervisor to 
visit with you in private. He or she will always try to help you in every way possible.

Sample Policy 4

All of us like to know how we are doing on the job. Day-to-day comments from supervisors and department managers help, but now and then 
there is a need to review all phases of your work performance. At (name of company), performance reviews occur at the end of the ninety-day 
orientation period and at the six-month and one-year anniversaries. After this, reviews are held annually. The purpose of these reviews is to 
provide each of us with a periodic evaluation of your performance on the job and to identify any areas where you can improve your 
performance. It allows you to discuss your goals and express your comments and any concerns regarding your job or your company. Your 
review will cover the following points:

1.
The amount of work you accomplish

2.
The accuracy and thoroughness of your work

3.
Your dependability and attendance on the job

4.
Your attitude toward your job, fellow employees, the company, and our customers

5.
Your ability to organize and plan your work

6.
Your knowledge of your job duties

7.
The enthusiasm and initiative you demonstrate in your work

8.
Your courtesy and cooperation toward fellow employees and customers

9.
Your personal appearance

10.
Your comments and concerns

 

Our performance review program gives us valuable information to use when considering employees for promotion. In addition, our 
performance review gives you an opportunity to have a personal discussion with your supervisor and to learn how you can improve your on-
the-job performance and what we can do to help.
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Wage and Salary Differentials

Sample Policy 1

When employees are called in for emergency work, the company desires to ensure that these employees are adequately 
compensated for their special efforts; therefore, they shall be paid a minimum of four hours at their straight-time rate of 
pay or actual hours worked at the prevailing premium rate of pay, whichever is greater, unless the employee works into 
his or her regularly scheduled shift.

If prior arrangements have been made with an employee for an early call-in, then this provision will not apply.

Call-in time will apply if an employee is called back to work after he or she has left company property following his or 
her regular shift.

Sample Policy 2

Emergency call-in work is paid at a minimum of two hours at time and one-half.

Call-in pay is paid to you when you are called to work at a time other than your regular shift and you had not been 
informed the previous day.

If you are on a five-day workweek and are called to work without prior notice earlier than your regularly scheduled 
hours, you will be paid time and one-half for those hours worked prior to your regularly scheduled starting time, with a 
minimum of two hours at time and one-half.

Because employees on the three-day workweek or four-day work period have premium time built into the regular 
workday, these employees are not eligible for the call-in pay provisions outlined in this section.

Sample Policy 3

If you should be required to return to work during time other than your normal working hours and you work for three 
hours or less, you will receive a minimum of three hours' pay.

If the office is unable to operate during regularly scheduled working hours and if notification of the office closing is not 
broadcast over the radio stations as described in the inclement weather section of this handbook, employees who report 
for work shall receive a minimum of three hours pay for reporting.

Sample Policy 4

Wage rates for the classifications covered by this handbook are available through the Personnel Office. The current rate 
of pay for each job classification remains posted on the bulletin board.

When an employee is temporarily assigned to work in another classification, he shall receive his regular rate of pay or 
the rate for the temporary classification, whichever is higher, provided the temporary assignment is for a period of at 
least four hours. This provision applies only to temporary assignments.
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Sample Policy 5

An employee who reports to work and has not been notified by the company not to do so shall be given not less than 
four hours of work and pay or not less than four hours of pay at the regular straight-time pay rate, except where work is 
not available due to power failure, machine breakdowns, or other conditions beyond the control of the company. Should 
employees refuse the work assignment or make themselves unavailable for work, they shall not receive reporting pay. 
Any time an employee is called into work outside his normal schedule, he will be given not less than two hours of work 
and/or pay.

Any employee returning from vacation, leave of absence, suspension, or any other period of time away from scheduled 
work shall call the personnel office no later than 5:00 P.M. Friday prior to the next scheduled workweek to be informed 
where and when to report to work the following week. The company shall not be liable for reporting pay should the 
employee fail to call the plant.

Sample Policy 6

In addition to the regular work schedule, some employees may be asked to be on call. This time is nonworking, 
noncompensable time requiring only that employees carry a beeper or leave a telephone number where they can be 
reached. Acceptable response time to a page or a telephone call is thirty minutes, at which time the employee should 
respond to the call. In the event you are called into service in this manner, please record your hours of work from the 
time you respond to the call until you complete your work assignment. This time will be added to your time record for 
the week with overtime compensation, should the total work hours exceed forty hours in a workweek.

Overtime Pay

Sample Policy 1

From time to time, as the need arises, you may be asked to work beyond your regular scheduled work period or 
workweek. For this extra work, all hourly paid employees will be paid overtime for all hours worked in excess of forty 
hours during the regular workweek at one and one-half times their straight-time rate.

An employee is required to work overtime when asked to do so, unless the employee has a valid reason that is 
acceptable to the supervisor or plant superintendent.

Sample Policy 2

In order to meet production needs and work demands, it is necessary for certain employees to work overtime on 
occasion. Working overtime is not an employee option. When a supervisor requests that an employee work overtime, 
the employee is expected to do so.
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(Name of company) will pay overtime to all hourly employees at the rate of time and one-half for all hours in excess of forty hours per week.

Sample Policy 3

As a public utility, our company has an obligation to provide the most reliable service possible to our customers. In order to accomplish what is 
expected of us, it is frequently necessary for management to request employees to work overtime. Sometimes overtime is scheduled to meet 
unusual work demands, and on other occasions it is on an emergency basis, to restore service after storms, etc. Every employee when hired 
accepts the responsibility to work overtime when necessary.

Generally, overtime is any time worked outside an employee's regular schedule. For employees who are paid a premium for overtime 
(nonexempt employees), the overtime rate is normally one and one-half times the employee's regular straight-time rate.

Sample Policy 4

If you are classified as a nonexempt employee (see the classification of employment policy section), you will receive compensation for approved 
overtime work as follows:

1.
You will be paid at straight time (i.e., your regular hourly rate of pay) for all hours worked between the thirty-fifth and fortieth 
hours in any given workweek.

2. You will be paid one and one-half times your regular hourly rate of pay for all hours worked beyond the fortieth hour in any given 
workweek.

3. You will be paid one and one-half times your regular hourly rate of pay for all hours actually worked on Saturdays or Sundays, 
regardless of the number of hours worked during the regular workweek.

4. You will be paid one and one-half times your regular hourly rate of pay for all hours worked on a company-observed holiday in 
addition to receiving your regular holiday pay.

 

Your supervisor will attempt to provide you with reasonable notice when the need for overtime work arises. Please remember, however, that 
advance notice may not always be possible.

You will normally receive payment for overtime in the pay period following the period in which such overtime is worked, providing that your 
time record form has been properly prepared, approved by your supervisor, and forwarded to payroll for processing in a timely manner.

Sample Policy 5

When overtime is to be worked, the company will give preference to the most senior qualified employee with the least amount of overtime who 
regularly performs the job on which overtime is to be worked. The company will then proceed up the list by
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the least amount of overtime worked until all employees who regularly perform the jobs have been asked to work.

In the event no one who regularly performs that job wishes to perform the overtime work, the most senior employee in 
the next lower job in the progression line, with the least amount of overtime, will be asked to work. After reaching the 
bottom of the line of progression, the company will start with the next higher classification and work up. This procedure 
will be followed through all steps within the line of progression and then proceed by plant seniority, beginning with 
employees who have accrued the least amount of overtime, until employees are secured to perform the overtime work.

In the event no one who regularly performs that job wishes overtime, should that job be critical, as determined by the 
company, the junior qualified employee will be required to work. Failure to work agreed overtime without notice and/or 
reason will be subject to corrective action.

Overtime that is refused by an employee will be recorded in the employee's overtime record. Available overtime worked 
during unexcused absent periods will be charged to his record. New employees are to be assigned an amount of 
overtime equal to the greatest amount charged within the department assigned.

Whenever possible, when overtime work is necessary, the company will notify the employee involved in the job 
classification where overtime is to be worked, at least three and one-half (3 ½) hours before the end of the shift on 
which the overtime is to occur. When it is necessary to call an employee in for overtime, where possible, the call will be 
documented.

Whenever a department is scheduled for more than eight (8) hours a day for the week or the balance thereof, the change 
in scheduled hours will be posted before the end of the day shift of the preceding day.

Overtime premium pay is earned by hourly employees who work more than eight (8) hours a day or more than forty 
(40) hours per week, whichever is greater. All work performed on the seventh consecutive day of work in any payroll 
workweek will be paid at double the regular straight-time rate of pay.

Sample Policy 6

The company makes a concentrated effort to schedule and finish work within a normal work period. However, on 
occasion, due to an unusual demand, an unexpected equipment breakdown, material flow, or a temporary lack of 
capacity, it is necessary to schedule work past the regular eight (8)-hour day. Should that need arise, the expectation is 
that every employee will cooperate and cheerfully work the overtime assigned.

The company will distribute overtime work as fairly as possible among employees in a classification where the overtime 
is required. To be offered overtime work, you must have sufficient skill, ability, and experience to perform the required 
job. Whenever possible, advance notice will be given when overtime is expected. As a condition of employment, you 
are expected to work overtime when asked by your supervisor.

Nonexempt employees will be paid time and one-half their regular hourly rate for all work performed over forty (40) 
hours in any one workweek. Holiday pay will
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be considered time worked when computing overtime pay for the week in which the holiday occurs.

Sample Policy 7

Working overtime is often required by customer demand and general business operations. You are expected to 
cooperate with your supervisor when asked to work overtime. Overtime work will be distributed as equally as possible. 
However, no overtime work will be performed except at the request of your supervisor.

Overtime pay based on one and one-half (1 ½) times an employee's regular pay rate will be paid for all hours over forty 
(40) worked in a workweek.

Sample Policy 8

Working overtime is sometimes required due to the needs of the customers we serve or by general company operations. 
Your supervisor will coordinate work schedules within your department should overtime be required; you should 
perform no overtime work except at the request of your supervisor. Should you work more than forty hours a week at 
the request of your supervisor, you will be compensated, either with pay or time off, according to federal and state 
regulations.

Sample Policy 9

Because of customer demand and general business operations, overtime work is sometimes required. You are expected 
to cooperate with your supervisor when requested to work overtime. However, no overtime work is to be performed 
without the authorization of your supervisor. Those eligible for overtime compensation will be paid one and one-half 
times their regular hourly rate for all hours worked over eight in a day or forty in our workweek.

Other paid time off such as vacations, holidays, funeral leave, etc., will not be considered as time worked for the 
purpose of computing overtime.

Employees who are exempt from the overtime provisions of the federal wage-hour guidelines are expected to spend 
whatever time is necessary in order to satisfactorily complete their assignments, and a time record is required.

Payroll Deductions

Sample Policy 1

The company is required to deduct federal and state withholding tax (income tax) from your paycheck. This deducted 
amount is turned over to the U.S. and State Treasuries, and you are given credit for it on your income tax form at the 
end of the year. The amount of the tax deduction is determined by your earnings and the number of your dependents. At 
the close of each year you will receive a slip (W-2) showing your total earnings for the year and the amount of taxes 
withheld.

Also, deductions for Social Security at the rate established by law are deducted
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from your paycheck. The company matches your contribution to the Social Security tax.

Other deductions, for items such as insurance and personal purchases, must be authorized in writing by you before they can be taken from 
your paycheck.

Sample Policy 2

The law requires that the company deduct from your paycheck your federal income tax, state income tax, and Social Security tax. The amount 
of your check is your wages less such tax deductions and any other sums the company is authorized to deduct, such as premiums for life 
insurance, medical insurance, savings plan, garnishments, etc. These deductions are remitted to the proper agencies by the company. You 
should retain your check stub as a record of your earnings and deductions.

Sample Policy 3

We are required to deduct from your pay your federal and state withholding tax (income tax). This deducted amount is turned over to the U.S. 
and State Treasuries, and you are given credit for it on your income tax form at the end of the year. The amount of the tax deduction is 
determined by your earnings and the number of your dependents. Each year you will receive a statement showing your total earnings for the 
year and the amount of taxes withheld.

In addition, Social Security is deducted from your paycheck. Any other deductions must be authorized by you before they can be made from 
our payroll.

Bonus Plans

Sample Policy 1

We like to be able to share our success with our employees. In years past, we have been able to provide Christmas bonuses to our employees, 
and, while this bonus is not guaranteed, we hope that we will be able to continue to reward your dedication and efforts in the future.

Sample Policy 2

By looking for new ways to work more effectively in order to reach our business goals, we can have a positive influence on business results. 
When business goals are met, we will be able to share in that success directly through a performance bonus. The annual bonus is based on the 
achievement of preestablished business sector or site operational goals. The goals will be set by senior management at the beginning of each 
year. When results are finalized and we know how we did, if the goals are achieved, bonuses will be announced and paid.

In order to receive a performance bonus when payable, you must:

*
be a regular employee, not currently participating in any other incentive or bonus plan
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*
satisfy plan service and eligibility requirements

* maintain an acceptable level of performance

* not have been issued a formal warning during the plan year
 

Sample Policy 3

All employees can earn extra cash for perfect attendance for each full calendar quarter. The purpose of the attendance bonus plan is to encourage 
you to come to work every scheduled workday, because your regular attendance is necessary for the best operation of our company and our 
customers' satisfaction.

If you have perfect attendance for a full calendar quarter, you will be paid $___ in cash at the end of the quarter. This can mean an additional 
$___ a week, $___ a quarter, and $___ a year more money in your pocket. All you have to do is come to work every scheduled workday.

If you are absent for any one of the following reasons, you will still be eligible for our attendance bonus at the end of each calendar quarter:

*
Death in your immediate family (biological or legally adopted children, brother, sister, husband or wife, mother or father, mother-in-
law or father-in-law)

* Absence due to paid holidays and paid vacations
 

Absence in any calendar quarter for any other cause will disqualify you for your attendance bonus that quarter.

Hours of Work

Sample Policy 1

Most jobs in our company normally require forty hours of work each weekeight hours a day, five days a weekthough some employees are on 
other schedules. Our customers expect around-the-clock service. This makes it necessary for many plant and other operations to run on a 
continuous basis. For this reason, shift schedules are established for these jobs so that a working force is continuously on duty. Such work is 
rotated where practicable. Your supervisor will tell you exactly what your daily working hours will be.

Sample Policy 2

The official payroll workweek for all employees of (name of company) begins Thursday, 12:01 A.M., and ends at 12:00 midnight the following 
Wednesday. Naturally, your particular work schedule will depend on your job. Your supervisor will explain your work schedule to you. Should 
you have any questions on when you are to be at your work station and ready to work, please ask your supervisor.

Sample Policy 3

Many employees are required to punch a time card each day. If you are, you have a time card with your name and payroll number on it. This card 
is the official payroll record from which your pay is computed.
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You should punch your time card at the beginning and end of your workday and at the beginning and end of your lunch 
period, also. Do not punch in more than five (5) minutes before or after your scheduled starting or quitting time unless 
requested by your supervisor. All the time you work must be shown on your time card. In addition, all days not worked 
that are to be paid, such as vacation days and funeral leave, must be shown on your time card by your supervisor if 
payment is to be received.

Please be certain to punch your time card when you are supposed to. If you forget or make an error, you are expected to 
notify your supervisor at once. Your supervisor will make the correction, and both you and the supervisor will initial the 
correction. When clocking out on the last day of the week, review your card carefully to see that all hours of work are 
recorded properly.

Punching the time card of another employee or having another employee punch your time card is prohibited and will be 
grounds for disciplinary action.

Sample Policy 4

Flexible Work HoursOur company provides employees with an opportunity to work a flexible work schedule, referred 
to as "Flextime." It is available to those employees in certain job classifications whose normal workweek is forty hours.

Under the flexible work schedule, an employee may start his shift at any time between 7:00 A.M. and 9:00 A.M. and 
may cease work between 3:00 P.M. and 7:00 P.M. These are flexible work hours in these brackets. However, every 
employee must work between 9:00 A.M. and 3:00 P.M. These hours are "fixed" hours and make what is called the "core 
day": a minimum of six (6) hours a day, allowing for a thirty-minute lunch period.

With Flextime, all employees are required to work a five-day week. The thirty-minute meal period is not flexible. Extra 
hours worked cannot be accumulated for use during the following week. The flexible work-hour preferences of 
employees are subject to the department's work schedule and must be approved by the immediate supervisor.

Each department may adapt the Flextime schedule to meet its own work requirements and staffing needs. Check with 
your immediate supervisor to find out how your department has modified its work-hours schedule.

Sample Policy 5

Each and every employee fills out his or her own time attendance record. This card is the official payroll record from 
which pay is computed. Unless an employee is authorized overtime, he or she logs only the normal starting and ending 
time on his or her card.

Nonexempt employees are not allowed to work before or beyond the normal starting/ending time without specific 
overtime authorization. Any time away from the premises during the work shift must be recorded (i.e., personal 
business, medical appointment, lunch periods).

Salaried (exempt) employees are required to record their work hours and time away from the job on the appropriate 
form each week.
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Sample Policy 6

The official workweek for all employees at (name of company) begins at 12:01 A.M. on Monday and ends at 12:00 P.
M. the following Sunday. The normal working hours of the company are 8:15 A.M. to 4:15 P.M., Monday through 
Thursday, and 8:15 A.M. to 5:30 P.M. on Friday. However, to enable some departments to function more efficiently, it 
may be necessary for management to alter the normal working hours. The workweek of (name of company) is based on 
forty hours. Though the normal scheduled hours may be less than forty hours, no overtime will be paid unless actual 
working time exceeds forty hours. Your particular work schedule will depend on your job and the shift to which you are 
assigned. Your supervisor will explain your work schedule to you. Should you ever have any questions on when you are 
to be at your work station please ask your supervisor. Changing conditions in our operations may require changes in 
work schedules.

Employees will have a one (1)-hour unpaid lunch period. Please be sure to take your full sixty (60) minutes unless 
otherwise directed by your supervisor. Two rest breaks are available during the workday. Normally, you may take a 
fifteen-minute break in the morning and a fifteen-minute break in the afternoon. Please ensure that you return to your 
work station no later than the time specified for your lunch and break periods.

Company Property Escrow Account

Commentary on employee handbook policy statements dealing with company property escrow account: Many 
employers incur losses when an employee is terminated by resignation or discharge and fails to return company 
property, such as uniforms or tools.

Many states have laws regarding termination pay and prohibit deductions that are not required by law unless specifically 
authorized in writing by the employee. In such cases, pre- or post-employment blanket deduction employee 
authorizations ordinarily do not suffice for termination deductions because the required written authorization typically 
must be specific as to the purpose and the amount to be deducted. Also, federal and state wage laws prohibit deductions 
that would bring the terminated employee's pay below the minimum wage.

Finally, some resigning or discharged employees may be disinclined to sign such authorizations.

To address this problem, an employer may elect to have a policy whereby, for example a nominal sum is deducted from 
each paycheck during the employee's first twelve months of employment until a total of $200 is reached. Larger (but 
still nominal) sums can deducted during the first three months of employment. This sum is held in the employee's name 
in escrow in an interest-bearing account, reimbursable with interest upon termination of employment.
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The policy should stipulate that upon termination, applicable amounts will be deducted from the accumulated sum for any unreturned company 
property. This not only precludes the employer's loss (up to the accumulated sum) but provides an incentive for terminated employees to return 
company property in their possession.

A signed payroll deduction authorization is essential. A signed acknowledgment and receipt describing the specific property assigned to the 
employee is also essential.

The policy may be reworded in any manner to accommodate the employer's specific circumstances.

The policy is permissible in all states not otherwise excepted.

Exceptions:

Indiana:
Not permissible

Kansas: Not permissible

North Carolina: Not needed

South Carolina: Not needed, but handbook policy should spell out what deductions from final pay will be made upon termination of 
employment

South Dakota: Not needed
 

Sample Policy 1

During the first _____ months your employment, the company will deduct $_____ from your paycheck and place it in an interest-bearing escrow 
account under your name. You must sign a payroll deduction authorization for this purpose.

Upon termination of employment, the company will deduct from your account an appropriate amount to cover any unreturned company property. 
The balance of the account, including interest, will then be fully reimbursed to you.

5.05 
Americans With Disabilities Act

a 
Americans With Disabilities Act Checklist

The following checklist can be used to help determine the various subjects to include in your handbook. Sample handbook statements covering 
many of the items in this checklist appear in this section. They can be used to help draft your personalized employee handbook statements.

Our Employee Handbook Should Include:

1. Employees with disabilities Yes___ No___ Maybe___

2. Job accommodations Yes___ No___ Maybe___
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3.
Accommodation transfer Yes___ No___ Maybe___

4. Employees with diseases Yes___ No___ Maybe___
 

b 
Sample Policies

Employees With Disabilities

Commentary on employee handbook policy statements dealing with employees with disabilities: This policy is a general statement that covers 
all employer obligations under the Americans with Disabilities Act (ADA). It is recommended for that reason, but also to preclude the 
necessity of interspersing such obligations elsewhere throughout a handbook under pertinent topics, and to provide employees with disabilities 
with a single source of reassurance.

This policy is appropriate for both Employee Handbooks and Personnel Policy Manuals, but in the latter, all ADA obligations should also be 
interspersed wherever appropriate.

This policy does not eliminate the need for other ''essential" ADA policies (e.g., job accommodation).

Sample Policy 1

It is the desire and intent of management to comply with the provisions of the Americans with Disabilities Act (ADA) of 1990, which 
prohibits discriminatory employment practices against individuals with disabilities. We will make a good faith effort to provide reasonable 
accommodation to an otherwise qualified candidate who applies for a position or employee who is able to perform the essential functions of 
his or her job.

Sample Policy 2

The company will fully comply with all requirements of the Americans with Disabilities Act.

Our policy is to treat all employees without discrimination based on physical or mental disability in regard to any position for which the 
employees are qualified and to treat them equally in all employment practices such as the following: rate of pay or other forms of 
compensation, benefits, training, upgrade, transfer or demotion, layoff or termination, and all other terms, conditions, and privileges of 
employment.

The company will make reasonable accommodation to the known physical or mental limitations of qualified applicants or employees with 
disabilities to enable them to perform essential job duties, unless such accommodation would impose an undue hardship on the operation of 
the business.

The company will remove architectural and structural barriers to an employee's
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workplace accessibility and usability where such removal is needed and is readily achievable.

The company will maintain all company information regarding the medical condition or history of applicants, 
employees, and employees' dependents on separate forms and in separate locked medical files and will treat such 
information as confidential medical records, to be utilized only as permitted by law.

Employees in need of accommodation for workplace accessibility or usability to perform essential job duties or to 
participate in company-sponsored programs and activities who need alternative accessible formats for company 
communications or who may need emergency treatment or emergency evacuation assistance should make such needs 
known to their immediate supervisors.

Further, any employee who feels that this policy is not being adequately fulfilled should make such feelings known to 
his or her immediate supervisor.

Employee accommodation requests and related information will be treated as confidential by the company to the 
maximum extent feasible.

Sample Policy 3

(Name of company) will fully comply with all requirements of the Americans with Disabilities Act.

Our policy is to treat all employees without discrimination because of physical or mental disability in regard to any 
position for which the employee is qualified and to treat them equally in all employment practices such as the following: 
rate of pay or other forms of compensation, benefits, training, upgrade, transfer or demotion, layoff or termination, and 
all other terms, conditions, and privileges of employment.

(Name of company) will make reasonable accommodation to the known physical or mental limitations of qualified 
applicants or employees with disabilities to enable them to perform essential job duties, unless such accommodation 
would impose an undue hardship on the operation of the business.

The company will remove architectural and structural barriers to an employee's workplace accessibility and usability 
where such removal is needed and is readily achievable.

The company will maintain all company information regarding the medical condition or history of applicants, 
employees, and employees' dependents on separate forms and in separate locked medical files and will treat such 
information as a confidential medical record, to be utilized only as permitted by law.

Job Accommodations

Commentary on employee handbook policy statements dealing with job accommodations: The purpose of this policy is 
to enable employers to provide certain kinds of accommodations to employees who have disabilities that are not readily 
observable.

Under ADA, employers have an obligation to provide reasonable accommodations to employees with disabilities. 
Employers also have an obligation
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to maintain information pertaining to an employee's disability or health condition in strict confidence. ADA regulations specify who may have 
access to such information and under what circumstances.

When an employer provides an accommodation for an employee with an obvious impairment (e.g., one who is wheelchair-bound), coworkers 
will know or may reasonably conclude why an accommodation was made. If, however, the only reason an employer modifies an individual 
employees job is to accommodate a disability, then doing so will automatically reveal to the entire workforce that the affected employee has a 
disability.

The three job modifications enumerated in the sample policy are ones that coworkers may be likely to question management about. The three 
circumstances are specified so that, when questioned, management can respond that the modification was made "in accordance with the 
company's Job Accommodation Policy" without revealing which one of the three apply. This policy enables employers to fulfill both the 
reasonable accommodation and confidentiality obligations, safeguards affected employees' privacy, and minimizes potential disability 
harassment.

This policy is especially important where employees are represented by unions. Union representatives are not included among those authorized 
by ADA to have access to employee medical information. In such settings, special administrative procedures are required to implement the 
policy.

Sample Policy 1

At times it may be necessary to modify an employee's job situation. The following modifications may be made to an individual employee's job 
under appropriate circumstances.

1.
Modification of an individual employee's job duties by reassigning, reallocating, or redistributing nonessential, marginal functions.

2. Modification of an individual's work schedule within the individual's normal shift.

3. Modification of work flow and/or procedures affecting an individual employee's job tour.
 

The Company may take such actions under the following circumstances:

1.
To accommodate the needs of an employee with disability

2. To accommodate other extraordinary personal needs of an employee

3. To satisfy other needs of the business
 

Any employee who has a need for such accommodation should make the need known to his or her immediate supervisor. After appropriate 
discussion and consideration, a decision will be made by the Company, and the affected employee will
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be informed. If the request for an accommodation is denied, the employee will have an opportunity to appeal.

Employee accommodation requests and related information will be treated as confidential by the Company. Any and all 
documentation pertaining to actions taken by the Company under this policy will be maintained in a separate 
confidential file and will not be available or otherwise made known to persons not specifically authorized by the 
Company.

Accommodation Transfer

Commentary on employee handbook policy statements dealing with accommodation transfer: Employers have a 
reasonable accommodation obligation under ADA to make placements as outlined in this policy.

Employers need not create a vacancy but must consider any existing vacancy (that would not be a promotion) before 
filling it in any other way. Vacancies that are known to be imminent must also be considered.

Case law has established that this ADA obligation takes precedence over conflicting collective bargaining agreement 
provisions.

Employees in need of such accommodation need only be considered competitively for promotions because ADA does 
not require preferential treatment.

Terminology may be modified or deleted where appropriate because of the employer's structure or other policies (e.g. 
no posting), but the basic procedure is mandatory.

Sample Policy 1

An employee who can no longer perform, with or without accommodation, his or her current position because of a 
disability will be placed on a lateral basis in an existing (or soon-to-be) vacancy for which he or she is qualified and can 
perform the essential job duties, with or without accommodation.

If no such vacancy exists, or the employee declines such placement, the employee will be placed in an existing (or soon-
to-be) vacancy on successively lower levels for which he or she is qualified and can perform the essential job duties, 
with or without accommodation.

If no such vacancy exists, or the employee declines such placement, the employee will be terminated.

Employees in need of an accommodation transfer will be given first consideration (before posting) for such vacancies 
on a lateral or downgrade basis.

Employees in need of an accommodation transfer will be considered on a promotion basis along with other internal 
candidates without priority or preference.

Employees With Diseases

Commentary on employee handbook policy statements dealing with employees with diseases: Life-threatening, 
infectious, and
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communicable diseases pose difficulties for all concerned, and it is prudent to face up to and to provide appropriate 
reassurances before rather than after such health conditions become an issue in the workplace.

The Americans with Disabilities Act prohibits discrimination against and harassment of individuals with such diseases. 
Managers and supervisors need to understand, and need the support of, a clearly articulated company position.

Employees with such diseases often have anxieties concerning job security and potential coworker insensitivity or 
harassment, and they need the reassurance afforded by a clearly articulated company policy.

Employees without such diseases often have anxieties concerning a possible threat to their own health if a coworker is 
known to have or is suspected of having such a disease. The pandemic spread of AIDS, coupled with common 
misunderstanding of the danger of transmission in the workplace, heightens such anxieties. Employees need reassurance 
that the company will not expose them to a health hazard, and they need additional information and counseling should 
they become aware of and need to work with an infected coworker.

Where food service is provided, all concerned parties need reliable information regarding diseases that may be 
transmitted through handling of the food supply.

Where invasive health care procedures are performed, OSHA regulations covering occupational exposure to bloodborne 
pathogens must be followed.

Employers should also consider incorporating in their safety procedures appropriate precautions regarding on-the-job 
injuries that involve bleeding.

Sample Policy 1

The Company is committed to maintaining a safe and healthy work environment for all employees and one that is free 
from harassment of any kind. Consistent with this commitment, the Company will treat employees with life-threatening 
diseases or other disabilities with compassion and understanding and will provide support and reasonable 
accommodation to the fullest extent possible.

The Company will also treat employees with infectious or communicable diseases in a like manner, consistent with 
reasonable precaution that relies on the most current medical knowledge.

It is the policy of the Company to allow and assist all such employees to continue to work as long as they are medically 
able to perform their work satisfactorily and do not pose a direct threat to their own health or safety or to the health or 
safety of others in the workplace. Coworkers are expected to cooperate with this policy.

Employees who have concerns related to this policy are encouraged to contact their immediate supervisor or designated 
Human Resources representative to discuss their concerns and to obtain additional information as appropriate.
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Sample Policy 2

(Name of company) recognizes that some employees may have concerns regarding coworkers who may have disabilities or infectious or 
communicable diseases. Because we are committed to maintaining a healthy and safe work environment for all employees, we have established 
the following guidelines:

1.
The company is committed to maintaining a safe and health work environment for all employees.

2. Consistent with this commitment, the company, based upon valid medical analysis or other objective evidence, will determine 
whether any employee's health condition poses a direct threat to the health or safety of the employee himself or herself or to others 
in the workplace and will take appropriate measures to eliminate or minimize such threats.

3. Accordingly, employees have no basis upon which to refuse to work with, refuse to cooperate with, withhold their services, or 
otherwise harass coworkers because of a known or suspected disability or disease. Employees who have concerns in this subject area 
are encouraged to contact their immediate supervisor or the designated Human Resources representative to discuss their concerns.

4. The company will treat all medical information relating to disabilities and diseases confidentially as required by law.
 

5.06 
Attendance, Absenteeism, and Leaves of Absence

a 
Observations and Recommendations: Importance of an Effective Attendance Improvement Program

Every employee handbook should contain your company's attendance improvement and/or absenteeism control policy. It should provide clearly 
written attendance and punctuality standards of your company. If the employee handbook is to communicate to employees and their families what 
they can expect from their company and what the company expects from them in terms of on-the-job performance, it is highly important that your 
employees and their families clearly understand your expectations as to punctuality and attendance.

Using the employee handbook in employee recruiting and orientation, there is no better company document to share with the prospective or new 
employee than the employee handbook, with its description of your company policies on attendance, punctuality, and absenteeism.

Since employee absenteeism is costing U.S. business more than $10 billion a year, with more than one-third of our nation's workforce chronically 
absent from work, the need to communicate your absenteeism and
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attendance policies in your new or revised employee handbook is obvious. It is estimated that absenteeism costs in 
industry are directly related to lost profits, 1 percent absenteeism resulting in a loss of 1 percent of profit.

It is obvious that excessive absenteeism has many direct and indirect costs to employers: lost production, poor service, 
need to substitute untrained employees, increased insurance premium rates, training replacement costs, reduced 
earnings, and reduced benefits to employees, as well as higher costs of goods and services to the consumer.

Some of the "hidden" costs of tardiness and absenteeism include such costly areas as quality fluctuation, overstaffing, 
idle machinery and equipment, disrupted work schedules, scrap and material waste, excessive overtime, higher 
inventories, and hundreds of hours lost by supervision and human resource personnel involved in conducting employee 
discipline and counseling sessions on absenteeism.

The following observations and recommendations can be beneficial in developing a new or revised attendance 
improvement or absenteeism control policy.

Four Factors in Improving Attendance. The first step in improving attendance and in maintaining good attendance is to 
recognize that absences can be controlled. Beyond this, there are four basic factors that should be considered in any 
program to control absence: example, information, expectation, and administration.

Example. Management personnel should start with themselves and set an example by being on the job every day they 
are scheduled to work.

Information. The supervisor should see that every employee understands the company's position on attendance: 
Employees are expected to be at work every day they are scheduled to work. Any absence is undesirable. Frequent 
absence is unacceptable.

Employees are to be told to report any absences to their supervisors. If the supervisor is not available at the time the call 
is received, the supervisor is to call back and discuss the absence with the employee or the employee's representative. 
The supervisor should, in a sympathetic but firm manner, get all the details concerning the nature of the illness and 
estimated duration of the absence. It should be clear that minor indispositions or inconveniences are not valid reasons 
for absence.

Employees should know that attendance will be considered in rating their performance for pay increases and for 
promotions. Each employee should understand his or her personal responsibility for good attendance. The supervisor 
should explain the sickness benefit plan to every employee: Payments are made to eligible employees who are ill and 
unable to work. It is wrong for any employee who is able to work to accept such payments.

Expectation. Most employees have good attendance. Good attendance
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is not exceptional; it is expected. This expectation should be communicated to all.

Each employee should recognize that a valid and reasonable explanation is expected in any case of unexcused absence.

Before being hired, each employee is given a medical examination to ensure that he or she will be able to meet the daily 
requirements of the company.

Employees are expected to take all reasonable precautions against accidents or illness that might result in absence.

Administration. An effective absence control program calls for regular attention to attendance and a critical examination 
by each supervisor of all cases of absence or tardiness, including those where no payments are involved. Supervisors 
should be consistent in their attitude toward attendance and in their treatment of absence problems. In dealing with 
absence, however, as in other parts of the job, they must use good judgment.

What Causes Absence? In administering an Attendance Improvement Program, the supervisor should recognize that 
there are causes of absence beyond the usual ones of unexpected illness or accidents. Absences, examined carefully, can 
signal conditions needing treatment. Among these are the following examples.

Oncoming illness. Some serious illness such as cancer and tuberculosis give warnings in their early stages with periods 
of short absences. When an employee with an excellent record of attendance starts missing days with increasing 
frequency, he should be counseled by his supervisor and told of the company's concern for his well-being. The 
supervisor should then offer to schedule a health examination for him in the Medical Department or a community 
agency. On scheduling the examination, the supervisor fills out a Memorandum of Special Information, which informs 
the Medical Department or agency of the reason the visit is scheduled.

Proneness to accident or illness. An employee who has a wide variety of illnesses or accidents is frequently suffering 
more from an emotional condition than from a physical condition. Simply making the person aware of the frequency of 
his absence and of your interest in helping him to improve his attendance may be help in itself.

Evaluation and advice by the company's Medical Department or community agencies are available for help in these and 
other problem absence cases. In such instances the employee should be informed of why he is being asked to visit the 
Medical Department or consult an agency.

Low morale. A high absence rate within a group may indicate a morale problem. In such circumstances it may be 
desirable for managers to examine their own behavior and the handling of work situations to see if these might indicate 
any reason why people would find it unpleasant to come to work. Examine working conditions. For example, experts 
have found that poor ventilation can cause real or imagined illness.
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Poor attitudes can affect attendance. If a person thinks her work is not important, or that other people are not depending on her, she may feel that 
"just one day" or "just one more day" of absence won't matter.

Permissiveness. In an atmosphere where no one, especially the supervisor, thinks that occasional absence is a cause for concern, an employee 
will be more inclined to have an occasional absence. The supervisor should indicate interest and concern at each instance of absence.

Desire for attention. If a person gets little attention on the jobs, she may find she can get attention she wants by occasionally missing a day of 
work.

Personal problems. Family problems and certain medical problems can result in absence. An opportunity to discuss reasons for absence may 
help the employee or indicate other counseling needed.

Immaturity. Some employees may find it hard to face the demands of regular work. They must do so, or leave.

A Program for Attendance Improvement. Absence cannot be controlled on a hit-or-miss basis or through periodic campaigns. Absenteeism is 
controlled through careful, consistent attention to the attendance of every member of the supervisor's group.

Absence control is a job of managingand an important indicator of a supervisor's ability to manage. As with other parts of the management job, 
the control of absence works best with a planned program. The following are some of the basics of any such program:

Appraise attendance and performance. Since the objective is to eliminate absence, every absence should receive the prompt and careful attention 
of the immediate supervisor.

a.
Pattern absence. One indication of an attendance problem is absence that falls into a pattern. This pattern might be one of Friday or 
Monday absences, or it might relate to work load changes or certain days of the month. In any case, a regular pattern is a signal.

b. Increasing absence. Any indication of a growing number of absences, either for an individual or for the group as a whole, may 
signal the start of an absence problem and should alert the supervisor.

c. Consistent absence. Frequent absence by any member of the group, no matter how valid the reasons for absence, should be 
examined critically to determine if medical help is needed or if the individual is unsuited for work in that business.

 

Inform employees. It is largely within the first year of service that habits and attitudes are developed that determine attendance performance for 
the rest of the employee's career. Therefore, place emphasis on the importance of regular attendance and punctuality during the induction period 
and from the first day on.
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Some employees are not aware that perfect attendance is a goal. Others have the mistaken belief that they are entitled to a certain number of 
"sick days" off per year. Clear up misconceptions quickly and easily by informing employees of all the attendance expected of them. This should 
be done on a regular basis to keep the idea before all employees and at the first sign of any increase in absence.

Examine conditions and work habits. Watch for unsafe work conditions or work habits. Either can contribute to injury and absence. Deal with 
such conditions or habits quickly and effectively. Once supervisors are aware of a situation calling for action, they must assume responsibility for 
any injuries that result from failure to correct the situation. Invite comments on working conditions from employees, and make periodic tours of 
the work area to see that there are no conditions that could cause illness or injury. See that employees wear safety glasses, seat belts, and other 
protective equipment when called for and that they perform their duties in a safe manner.

Maintain attendance records. Simple records show at a glance when absence of individuals or a group is on the increase and action is needed. In 
addition, a record of reasons for absence can signal a developing condition and serve as a basis for discussion with employees whose attendance 
is not satisfactory.

Display active interest in attendance. An active interest in attendance is good management practice. It involves the setting of standards, human 
relations, and administration.

Discuss attendance in meetings and at other opportunities to make employees aware of its importance. Let your people know the standard of 
attendance expected of them. If perfect attendance is a goal of the group, as well as a goal of each individual, an employee may hesitate to spoil a 
good record.

Welcome an employee back to work after an absence. Interest shows concern for the person's well-being, indicates that he was missed, and 
provides an opportunity for him to tell you of any problem with which you or the company may be able to help.

Personal visits to absent employees are an important part of the overall supervision of absence cases. The visitor or supervisor should recognize 
that the purpose of the visit is to convey concern regarding the employee's health and to be sure everything possible is being done to permit early 
return to the job. In this connection, the visitor or supervisor should gather the following information:

On Incidental Absence Cases

1.
Whether the employee has seen a doctor or other health care provider
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2.
Whether the employee could return to work later in the day or, if not, when the employee anticipates returning

 

On the Fourth Calendar Day

1.
Whether the employee has seen a doctor or other health care provider for a second time

 

If the absence does or might qualify as a Family and Medical Leave of Absence, it must be so designated and FMLA procedures must be 
initiated.

On Disability Absence Cases

1.
Whether the employee is able to return to work with or without work restrictions (request written medical certification from 
employee's health care provider)

2. Whether in certain cases, particularly postoperative cases, the employee could perform modified work
 

Where any doubt exists regarding these inquiries, the information should be reviewed with the company's FMLA administrator.

First-day visits may be profitably employed in cases of poor attendance, off-duty accidents, and other special situations. Normally, first-day 
visits should not be made when the employee is hospitalized.

Follow-up visits should be scheduled as appropriate to ensure that the employees are receiving proper care and return to duty as soon as their 
condition permits.

Attendance performance can slip very quickly. Continuous attention to attendance is a must, from an administrative point of view.

Discuss absence with individuals. Advise employees promptly when their attendance is not satisfactory. A warning can often nip a problem in its 
early stages, before it spoils the attendance average for the group. A conversation may be all that is needed. It can improve performance, provide 
an opportunity to correct an attitude problem, indicate the need for medical attention, or serve as a basis for disciplinary action if performance 
does not improve.

Take disciplinary action. Disciplinary actionwithholding increases, suspension, demotion, or separation from the companyis taken only after 
careful consideration and consultation with supervisors. It is used when other efforts to improve attendance have failed. When disciplinary action 
is called for, delay is unfair to the company, to the group, and to the individual involved. The goal of disciplinary action must be positive. Its aim 
is to improve overall performance and morale, not damage either one.
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Commend good attendance. Good attendance warrants as much attention as poor attendance. Commend individuals and 
the group for periods of perfect attendance. Encourage a sense of pride in attendance performance.

Set short-range goals of perfect attendance for one month or one quarter so that members of the group can see these 
goals accomplished.

See that long-term perfect attendance is recognized. Take an interest in outstanding performance in the attendance part 
of the job and your people will, too.

In Case of Poor Attendance. Few aspects of the supervisory job test management skill and judgment more than a case of 
poor attendance. Many factors are involved, such as past performance, length of service, health, indications of 
improvement, unusual circumstances, and group morale.

With so many variables, there is no one right answer on what to do in a case of poor attendance. Each case must be 
handled individually, in a manner fair to the employee and the company. To do this, the supervisor must be flexible, 
never arbitrary.

There are no simple solutions to cases of poor attendance, but there are some simple steps for arriving at a solution. 
Among these steps are the following:

Get all the facts. Records of past attendance performance are among the best sources of facts when you have an 
attendance problem.

Clear, detailed information on each absence will often profile a developing problem, indicate preventative measures, or 
serve as a basis for disciplinary action. (Any notes made at the time of an absence should be recorded with the thought 
in mind that you may have to use them at some time in the future if the employee develops an absence problem.)

Talk with the employee to be sure you know of any new circumstance that might have caused her absence, but be 
careful not to ask any questions that might elicit the diagnosis of an underlying health condition or the nature, severity, 
or prognosis of a physical or mental disability. Be certain that you have a mutual understanding of the amount of 
absence and its seriousness.

Analyze the situation. Using the information you've gathered on past performance, consider the trend in the employee's 
attendance. Is her performance showing marked improvement or decline? Has the employee been on the edge of an 
absence problem for some time, or is this a new development? Can you trace the start of her increased absence to some 
change in circumstances, such as a change in job or group or a death in the family? Consider the employee's length of 
service. Is the employee new to the company and showing signs of being unsuited for work in the business?

In considering any case for action, one question that should be kept
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in mind is, ''Are there other, more serious cases of absence in this group that should be treated first?" Most people have 
a strong sense of justice, and taking action on a less serious case before a more serious one can cause a morale problem.

Consider courses of action. Think about the employee and her attendance problem. Consider all the courses of action 
open to you: a conversation, disciplinary action, or even no action at all. Which will accomplish the most for the 
employee and the company?

Set the matter aside. Impulse is a poor companion in solving personnel problems. Your personal feelings toward the 
employee may color your judgment if you act too quickly, and a course of action, once started, may be difficult to 
discontinue. A good decision is not damaged by sleeping on it, while a poor one may lose its appeal.

Reexamine the situation. Take another look at the facts. Do they add up the same as they did before, or has something 
new come to mind? Do the "facts" say what they seem to say, or do they tell more than one story? Do the absences add 
up to indifference on the part of the employee, or do they indicate trouble at home?

Write out your recommendation. Often just putting your ideas down in black and white will show up any weakness in 
logic and help you to organize your thinking. By making a recommendation on paper, you are defining a line of action. 
The recommendation may end up in your own wastebasket, when it belongs there.

Get authorization as needed. Disciplinary action that could involve suspension, loss of pay, demotion, or dismissal is 
always serious. In such matters you'll want the advice of your supervisor. To get agreement for such action, you will be 
expected to present clear and accurate information on the employee's record of attendance, the reasons for absence, the 
conversations held with the employee, and any warnings given.

Take necessary action. Once the decision has been made for disciplinary action, follow through. Be certain the 
employee understands what the action is, why it is being taken, and what will be expected of her in the future.

In cases other than those of separation from the company, make it clear that the disciplinary action is the end of the 
matter if the employee's performance becomes satisfactory.

Follow up on improvement. Criticism can be discouraging even when it is given in good faith and for good cause. Be 
certain to recognize an improvement in attendance and the effort behind this improvement as soon as it becomes 
apparent.

No-Fault Attendance Policy. A "no-fault" attendance policy has been found to be one of the most effective methods for 
employers to reduce the incidence and costs of absenteeism.

There are now so many absences that may not be counted against an
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employee's attendance record that all other absences, however legitimate, should be counted. The concept of "excused" 
absences has become outmoded, and supervisory discretion is actually a detriment to effective absence control.

It is also ineffectual to state that "excessive" absence is subject to discipline without defining what "excessive" is and 
what the potential consequences are.

An additional benefit of a defined excessive absence policy is that it is lawfully applicable to employees with 
disabilities, even if the employee's absences result from the disability. However, some temporary modification may be 
considered as a reasonable accommodation.

Leaves of absence required by state employment laws may be identified as additional authorized absences.

The absence and tardiness disciplinary scales may be made more or less lenient, subject to the employer's operational 
circumstances and/or the employer's viewpoint. A less lenient absence disciplinary scale may be appropriate for 
employers covered under FMLA because qualifying absences cannot be counted.

Employees paid on a salary basis (or fluctuating workweek basis) may not be suspended without pay for this purpose.

The rolling twelve-month feature (see Sample Policy 3 on page 160) is important both as a method and as an incentive 
for employees to improve their absence record and standing.

The attendance and tardiness "rationales" may be reworded in any manner to accommodate the employer's specific 
circumstances.

Tardiness, Early Quit, and Partial-Day Time Off. An employer policy or practice of docking salaried exempt or 
nonexempt employees' pay for tardiness, leaving early, or other absences of less than one day for any reason (except 
FMLA) will defeat the Fair Labor Standards Act (FLSA) salary basis requirement. If an employer's particular plan, 
policy, or practice provides for the accrual of paid vacation, personal time, family time, or sick time, the employer may 
require a reduction in such unused accruals proportionate to the amount of time a salaried employee absents himself for 
less than a day (for any purpose) within a workweek, if by reducing such leave the employee receives in payment an 
amount equal to his guaranteed salary. Leave banks do not constitute salary, and such reductions would not therefore be 
a deduction from an employee's salary. (Such reductions are not possible before an employee has qualified for such 
accruals or if all such accruals have been exhausted.)

If such reductions are to be made (e.g., for salaried nonexempt employes), a separate schedule should be added showing 
"proportionate reduction of accrued unused paid time off" for the seventh through the nineth instance of tardiness.
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b 
Observations and Recommendations: Family and Medical Leave Act

The Family and Medical Leave Act (FMLA) of 1993, which covers businesses with fifty or more employees, has made 
necessary complete changes in typical employer leave of absence policies pertaining to non-occupational illness or 
injury, medical conditions, family member illness or injury, maternity, paternity, pregnancy disability, and adoption, as 
well as to many features of personal leave policies.

Employers are required to spell out a complete Company FMLA policy in the Employee Handbook. A brief policy 
statement followed by (e.g.) see your supervisor or Human Resources Department for further details is insufficient.

Eligibility requirements should be stated first. Both the twelve-month and the 1250-hour requirements are calculated at 
the (projected) commencement of the leave, not at the time of the request. The requirement of fifty or more employees 
within seventy-five miles is calculated at the time of the request. Once eligibility is thus established, it cannot be 
revoked, even if circumstances change (e.g., projected hours do not materialize or the number of employees within 
seventy-five miles diminishes).

The employer cannot require that the twelve-month service eligibility requirement be consecutive. The twelve-month 
period of entitlement should be specified immediately preceding or following the reasons for FMLA leave.

Not using the verbatim wording in the Act for reasons for leave may result in misunderstandings and/or violations.

Completing an "Employee Request for Family or Medical Leave" form documents the leave designation. For leaves 
already begun, the form "confirms" the designation.

Substitutions should be properly sequenced and generally run from the more specific to the more general. That is, paid 
sick days and family leave days should be used before personal days or multipurpose paid time-off days and, finally, 
vacation days. Also, specify when short-term disability (if any) payments will start.

An employee has a right to substitute (accrued) sick leave for unpaid FMLA leave to the extent the circumstances meet 
the employer's usual requirements for the use of sick leave.

If the employee does not initially request substitution of appropriate (e.g., sick leave for own serious health condition) 
paid leave, the employer retains the right to require it. An employer may not override an employee's initial election to 
substitute appropriate paid leave for FMLA leave or place any other limitations on its use. Therefore, an employer
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may not, for example, require that vacation days be substituted before paid sick days are substituted or require that paid 
sick days or paid vacation days be substituted only in full or half-day segments.

Although intermittent or reduced leave scheduled for birth or adoptive placement may lawfully be subject to company 
approval, such leave must be granted for these reasons under certain circumstances. Employers and employees should 
be aware of those circumstances.

In addition to health care premium payments, the company must also determine whether and how other insurance 
coverage will be maintained and the method and schedule of premium payments, if any. If such coverage is not 
maintained by the company, employees should be given an opportunity to maintain coverage at their expense. It would 
appear to be administratively appropriate for the company to maintain all insurance coverage for leaves of less than a 
full month on the same basis as prior to the leave. In any event, the company should examine the consequences of lapse 
of coverage for all health care and other insurance plans before making coverage and premium payment determinations.

Under the law, seniority, retirement service credit, and other benefits need not accrue during unpaid leave, but any or all 
of these may accrue if the employer wants it that way. However, treatment of employees on FMLA leaves cannot be 
less favorable in any respect than treatment of employees on other unpaid leaves. In some companies, "competitive" 
seniority and "company" seniority are calculated separately. If seniority is not used by the company (e.g., for promotion, 
shift entitlement, layoff), reference to seniority should not be included. Periods of unpaid FMLA leave may be deducted 
from service credited toward pension vesting and eligibility but may not constitute a "break in service" (requiring that 
the employee start over upon return to work) for those purposes. If the company has no retirement benefits, the 
retirement reference should not be included. "Other benefits'' ordinarily connotes paid time off (e.g., vacation) that 
accrues on the basis of length of service. Such other benefits should be specifically identified.

Employers should be cautious regarding the administrative consequences of a policy that does not permit benefits 
accruals (sick leave, vacation, seniority, pension service credit) that are based on length of service during unpaid 
portions of FMLA leaves. FMLA leaves can be one week or less, one day or less, down to one hour or less. Strict 
adherence to such a policy is likely to be administratively burdensome, requiring that, whatever period of service is 
required for accrual eligibility, personnel staff must then deduct (possibly multiple) weeks, days, or hours from service 
credit for each benefit accrual (e.g., vacation, retirement) and must continually update and maintain such incremental 
changes for the applicable service period, possibly until retirement.
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It would appear to be administratively simpler (and less costly) to permit all such accruals during unpaid leave or 
perhaps not to permit them for unpaid portions of FMLA leaves extending beyond thirty days.

Time not worked under FMLA leave may not be counted against an employee's attendance record for disciplinary 
purposes or as a disqualifier for "perfect attendance" or other attendance recognition or awards.

A short statement defining "a serious health condition" should not be included. Such a statement would be misleading to 
employees because so much of a full definition (of what is and what is not) would not be stated.

Employees paid "on a salary basis" should be made aware that any FMLA leave period may be unpaid. Deductions 
from an FMLA eligible salaried employee's pay may be made for any full or partial day absent resulting from 
intermittent or reduced FMLA leave schedules or the initial or final week of an extended leave without affecting the 
salary basis or the exempt status of the employee.

Where state law provides for family, medical, pregnancy, and/or other leaves for reasons overlapping those covered 
under FMLA, FMLA policy must be integrated with and, usually, supplemented by a policy reflecting the applicable 
state law.

Workers' Compensation absences that qualify as FMLA leaves may (and should) be charged against the employee's 
annual twelve-week entitlement. This fact should be included in the workers' compensation policy statement.

"Key employees" should be made aware of the key employee provisions of FMLA, but a statement addressing the key 
employee provision of FMLA should not be included in the policy statement. It can affect only a small percentage of the 
highest compensated employees, of whom denial of restoration would be extremely rare.

c 
Observations and Recommendations: Job Rights for Members of the Uniformed Services of the United States

It is recommended that every new or revised employee handbook contain a company policy statement that provides a 
leave of absence for employees who are members of any U.S. uniformed service. The following guidelines, 
observations, and recommendations may be helpful in developing your company policy statement pertaining to 
uniformed service leaves of absence.

The Uniformed Services Employment and Re-Employment Rights Act of 1994, signed into law on October 13, 1994, 
replaces all veteran's rights laws enacted and amended since 1940 and codifies veterans' rights case
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law over the same period. All employers are covered, regardless of the number of employees. The Act eliminates the 
former distinction between active duty and reserve and national guard training duty and adds uniformed services other 
than military.

There is no requirement for any employee handbook statement, but some statement is recommended because potentially 
affected employees are entitled to be informed, and management should be prepared for the not unlikely occurrence of 
an absence due to military service.

Employers may put either a short or a longer policy statement in their employee handbooks; if a short version is used, 
management should be made aware of the longer one, and it should also be given to any affected employee.

All employers (including those with fewer than twenty employees) must provide for continuation of group health plan 
coverage (see Sample Policy 2 on page 174).

The Act entitles all employeesfull-time, part-time, and probationaryto leave and reemployment. The Act eliminates the 
term "temporary" because some employers had deprived some veterans of their rights by mislabeling positions they left 
as "temporary." The Act exempts only preservice positions held for a ''brief, non-recurrent period with no reasonable 
expectation that employment would continue indefinitely or for a significant period."

The Act covers all uniformed services, including regular armed forces, the Reserves, the National Guard, the Public 
Health Service, and the Coast Guard.

All categories of service, voluntary or involuntary, are covered, including active duty, active duty for training, initial 
active duty for training, inactive duty training, drills, full-time National Guard duty, and absence from work for an 
examination to determine fitness for any of these types of duty.

Advance written or verbal notice from the employee (or an appropriate officer of the uniformed service) may be 
required, and military (or other service) orders may be requested, if available, but may not be required. No advance 
notice is required if precluded by military necessity or if otherwise impossible or unreasonable.

Duration of training duty is unlimited (i.e., cannot be limited to a specific period of time). A drill schedule is sufficient 
for the period covered or until changed (employee cannot be required to make monthly requests).

All leaves may be unpaid. For leaves of fewer than thirty-one days, employers are encouraged to consider differential or 
full pay for all employees. If it elects to pay the differential, employer may require service pay documents. A salaried 
employee who is absent for uniformed service duty (including drill attendance) for periods of fewer than thirty-one days
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or for a uniformed service fitness examination must receive his or her full salary for any week in which he or she 
performs any work. The employer may pay the difference between any service pay and the employee's normal salary.

An employer may not impose any quid pro quo requirement as a condition of any uniformed service leave. For example, 
an employee may not be required or coerced to make up time not worked (including mandatory overtime) even if a 
coworker had to work because of his or her absence. Similarly, an employer is not obligated to allow the employee to 
make up time not worked. Mutual (voluntary) agreement to make up time not worked is permissible.

An employee on Uniformed Service Leave of Absence (USLA) is entitled to any other existing or new rights and 
benefits not determined by seniority that are provided by the employer to employees with similar seniority, status, and 
pay who are on other leaves of absence. Accordingly, all the employer's leave policies should be reviewed to determine 
what rights and benefits must be built into the employer's USLA leave policy.

Service members' rights and benefits must equal but not exceed those of similarly situated coworkers covered by policy, 
practice, contract, agreement, or plan who do not have service obligations.

Rights and benefits entitlements that are contingent on hours worked may hinge on whether there is a need merely to be 
physically present as opposed to a need to have performed actual work. Entitlement for employees on uniformed service 
leave must be based upon whether the employee would have achieved the requisite hours worked but for the service 
obligation, in the light of his or her anticipated work schedule and/or prior employment work schedule history.

For calculation of cumulative service limitation of five years, there are eight categories of service that are excluded. 
Questions arising over this limitation should be dealt with on a case-by-case basis.

Failure to report within the appropriate time period does not automatically forfeit the eligible person's rights. The 
employer must then apply established "absence from scheduled work" rules.

Service documentation will establish the timeliness of the application for reinstatement, the applicability the five-year 
service limitation, and whether service was terminated under honorable conditions. "Under honorable conditions" is not 
the same as "honorable discharge." (There are four categories of service termination that are other than honorable.) If 
documentation is unavailable, the individual must be reinstated until the documentation becomes available. 
Furthermore, an eligible person must be reinstated as shown even if an incumbent employer who has occupied the 
service member's entitled person must therefore vacate that positions.

Reinstated employees must be granted an extended period (three
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times the period of service up to a maximum of five years) to make contributions or elective deferrals to defined contribution pension plans. The 
company must fund all company contributions and any other obligations pertaining to the period of service.

A reinstated employee may not be terminated except for cause within one year after reinstatement if the period of service was more than 180 days 
or within 180 days if the service was 31 to 180 days duration.

The Act extends to all employers, regardless of size, a duty to accommodate individuals with service-connected disabilities. Special rules apply to 
re-employment notice time frames and reinstatement position priorities and should be dealt with on a case-by-case basis.

An employer is not required to re-employ a person if re-employment is impossible or unreasonable or if any accommodation, training, or company 
effort necessary to qualify the individual would impose an undue hardship on the employer.

d 
Employee Attendance, Absenteeism, and Leaves of Absence Checklist

The following checklist can be used to help determine the various subjects to include in your handbook. Sample handbook statements covering 
many of the items in this checklist appear in this section. They can be used to help draft your personalized employee handbook statements.

Our Employee Handbook Should Include:

Attendance and Absenteeism

1. Defining absenteeism Yes___ No___ Maybe___

A. Excused Yes___ No___ Maybe___

B. Unexcused Yes___ No___ Maybe___

C. Progressive discipline for unexcused absence Yes___ No___ Maybe___

2. Punctuality Yes___ No___ Maybe___

3. Time away from work Yes___ No___ Maybe___

4. Policy on excessive absenteeism Yes___ No___ Maybe___

5. Policy on attendance control Yes___ No___ Maybe___

6. Excused absences Yes___ No___ Maybe___
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7.
Attendance award program Yes___ No___ Maybe___

8.
Policy on return to work after illness/injury Yes___ No___ Maybe___

9.
Inclement weather Yes___ No___ Maybe___

Leaves of Absence

1.
Eligibility and procedure for personal leaves of absence Yes___ No___ Maybe___

2.
Types of leave granted Yes___ No___ Maybe___

3.
Length of leaves Yes___ No___ Maybe___

4.
Can employee continue insurance coverage? Who pays premium? Yes___ No___ Maybe___

5.
Does seniority continue? Yes___ No___ Maybe___

6.
Does employee receive pay for holidays occurring during the leave? Yes___ No___ Maybe___

7.
Reemployment privileges and obligations Yes___ No___ Maybe___

8.
Uniformed Services leaves of absence Yes___ No___ Maybe___

9.
Jury duty leave Yes___ No___ Maybe___

10.
Sick leave Yes___ No___ Maybe___

11.
Funeral leave Yes___ No___ Maybe___

12.
Educational leave Yes___ No___ Maybe___

13.
Paternal care leave Yes___ No___ Maybe___

14.
Elder care leave Yes___ No___ Maybe___

15.
Maternal child care leave Yes___ No___ Maybe___

 
  

 

file:///E|/Buku%20Ekonomi2/Addition%201/How%20to%20Develop%20an%20Employee%20Handbook/files/page_159.html4/16/2009 4:07:22 AM



page_160

Page 160

e 
Sample Policies

Attendance and Absenteeism

Sample Policy 1

We are counting on each employee to be at his work station five minutes before the start of his shift in order to 
exchange pertinent information and to remain there until released by his supervisor or replaced by the next shift. No one 
while on company time is to leave the building without the permission of his supervisor. Any employee leaving the 
plant during working hours must log/clock in and out.

In the event of illness or family emergency, notify your supervisor or plant manager immediatelyat least one hour before 
start of shiftindicating extent of the anticipated absence so that your work may be assigned to others. During prolonged 
absence, contact your supervisor at least once a week.

Failure to call in will result in a written warning to the employee. After two such written warnings without adequate 
explanation, an employee is subject to immediate termination.

If you find that you cannot return to work as scheduled following an absence, you must notify your supervisor at that 
time. All employees are important to the smooth running of (name of company), and we encourage you to return with 
proper notification any day of the week.

If you are absent for two consecutive scheduled work days without notifying your supervisor, we assume that you have 
voluntarily quit your job.

Repeated tardiness, absence without good reason, or washing up or changing your clothes early will indicate that you do 
not value your position with (name of company). These behaviors cannot be tolerated and will be cause for disciplinary 
action or discharge.

Sample Policy 2

Your regular attendance is essential to the efficient flow of work and is considered a measure of your desire to perform 
your job. The nature of this business dictates that repeated absenteeism or tardiness cannot be accepted by (name of 
company). Irregular attendance increases the need for unpredictable overtime by the (name of company) people who are 
rarely absent or late if we are to serve our customers.

If you cannot report for work due to illness, please contact your supervisor as early as possible before the start of your 
shift. If your supervisor is unavailable, leave your message with the (name of company) person responsible for taking 
such messages.

Please ask permission for an excused absence from your supervisor as soon as possible if you need to be away from 
work for reasons other than illness.

Sample Policy 3

You are expected to be punctual in reporting for work. Tardiness of a few minutes does not require calling your 
supervisor, but an employee who expects to be delayed
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more than one-half hour must inform the supervisor. Excessive tardiness is cause for discharge.

Absence from work or tardiness affects your income and hurts production. The ability of the company to operate 
efficiently and meet its schedules depends upon your regular attendance. Habitual absence and tardiness cannot be 
tolerated. All employees are expected to call their supervisor within one-half hour of reporting time on any day on 
which they expect to be absent. If a prolonged absence is anticipated, you should contact the Personnel Department 
about a leave of absence; otherwise, you should notify your supervisor regarding the expected length of the absence and 
should also call the supervisor every other day during that period.

Some absence and/or tardiness cannot be controlled and is understandable and excused. Frequent absences or tardiness 
are not acceptable.

Absences are divided into two categories: (a) excused or authorized (e.g., vacation, jury duty, bereavement, approved 
leaves of absence, temporary layoff, or nonpaid time off at the company's request); (b) unexcused or unauthorized (time 
off for personal reasons, no-show, or an illness that is either not work related or does not require a disability leave of 
absence).

The following chart shows the appropriate disciplinary action for excessive absenteeism:

Three incidents in any 6-month periodverbal warning

Six incidents in any 12-month periodwritten warning

Eight incidents in any 12-month periodone-day suspension

Ten incidents in any 12-month periodthree-day suspension

Twelve incidents in any 12-month perioddischarge

NOTE: An employee with a record of habitual absenteeism may still be subject to discharge even if the employee does 
not reach twelve absences in a twelve-month period.

Any unexcused absence occurring during a new employee's tryout period is subject to the verbal warning step. More 
than one unexcused absence during the tryout period will be cause for immediate discharge.

Sample Policy 4

Regular attendance contributes significantly toward better team effort and productivity; each employee is very 
important to the smooth operation of the City. Good attendance is an essential component of solid employee 
performance.

Occasionally, however, it may be necessary for you to be absent from work as a result of illness, injury, or other 
personal reasons. In such cases, you are expected to give your supervisor as much advance notice as possible before the 
beginning of your scheduled starting time. This advance notification is necessary in order that proper arrangements can 
be made to handle your work during your absence. If you must leave work, your supervisor should be notified as far in 
advance as possible.

Absences are classified into two categoriesexcused and unexcusedas follows:
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Excused Absences. Excused absences are earned through length of service or are a result of factors beyond your control, such as holidays, 
vacation days, sick time, work compensatory time, and leaves of absence.

Unexcused Absences. Unexcused absences occur upon failure to report to work as expected. Any unexcused absence of any duration will be 
considered an occurrence. Employees receive disciplinary warning for each occurrence. Two or more occurrences of unexcused absence within a 
ninety-day period will result in disciplinary measures up to and including dismissal. Three or more occurrences of unexcused absence within a 
twelve-month period will result in dismissal. Two consecutive days in which an employee fails to report to work as expected will be considered a 
voluntary quit on the part of the employee.

Sample Policy 5

Absence from your job, as well as tardiness, creates problems in scheduling work; in many cases it means someone else will have to do your 
work as well as his own assignments. Management recognizes that some absence cannot be avoided, but you as an employee have a 
responsibility to be on the job.

In the event you must be absent from your job for any reason, your immediate supervisor must be contacted for approval and given an 
explanation of the circumstances requiring your absence. You should notify your supervisor as soon as you know you will be absent, giving at 
least two hours' notice.

If your absence is prolonged, keep in touch with your supervisor so that work will be properly scheduled.

It is important that your remember you were hired to do a job that is considered important and necessary, and you should be on the job each day.

Sample Policy 6

To maintain efficient production schedules, the company insists on regular, punctual attendance of all employees. Excessive absenteeism or 
chronic tardiness will be cause for discharge or other disciplinary action.

To afford the employees time off for personal reasons including illness, the following attendance policy will be in effect:

a.
Each employee will be allotted a maximum of six days off without pay per calendar year. It is company policy that all employees 
notify their supervisor and/or the Personnel Department at least one-half hour before their shift or not later than one and one-half 
hours after the start of their shift if they are to be absent or tardy for any reason.

b. Three days of tardiness constitutes one day of absence for the purpose of records outlined in section a.

c. Beginning with the seventh day of absence in a calendar year, disciplinary action, as outlined in this handbook, will be applied.

d. The policy, as outlined herein, will not be applied for extended illness, etc. where a leave of absence is applied for and granted by 
the company. In cases of
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medical absences due to serious illness for a period of three or more consecutive workdays, there will be a charge of one absence.
 

Any time an employee is absent two consecutive scheduled work days without notice, the employee will be considered as having voluntarily quit. 
When an employee returns from absence, he will report directly to his supervisor.

An employee with an unexcused absence will be subject to corrective action listed below, beginning with the seventh absence in a calendar year 
or the first unexcused absence.

Corrective Action 
Annual Period Covered: January 1December 31

First Offense
Verbal reprimand

Second Offense: Written reprimand

Third Offense: Three days without pay

Fourth Offense: Five days' suspension, pending investigation and disciplinary action up to discharge
 

Current attendance policies will be posted at all times on the bulletin boards.

Sample Policy 7

The company relies on all its employees to contribute productively to the company's success and profitability. Therefore, regular attendance and 
punctuality at scheduled work times are expected of all employees.

Attendance and punctuality are considered when reviewing recommendations for promotions and transfers.

Punctuality. Employees are expected to report at the scheduled work time. This includes returning from breaks and meal periods, as well as 
reporting for scheduled overtime. You must notify your supervisor as soon as you are aware that it will not be possible to report to work on time.

Absence. Absence is defined as any lost time (one-half day or full day) from work. While company policy provides a liberal schedule for vacation 
and personal holidays as well as other allotments of time off for special circumstances, the company recognizes that an occasional absence may be 
required as a result of a personal illness, an emergency, or other personal matters that must be handled during your regularly scheduled workweek.

Notification. You must notify your supervisor as soon as you know you will be absent. In the case of an accident or sudden illness that requires 
hospitalization, you should have someone notify your supervisor within twenty-four hours.

Types and Treatment of Absences

The following types of absences are not counted toward your attendance record:

*
Company-paid holidays, paid vacation periods, and paid personal days.

* Occupational illness or injury. If you must miss work due to an on-the-job
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injury or occupational illness, you will be covered by Workers' Compensation and the company's Short-Term Disability Plan 
(explained in detail later in this section).

* Legally required absence. This includes time missed due to jury duty or military training or duty and absence if, through no fault of 
your own, you are required to appear in court as a witness or for other legal reasons. You must provide a subpoena or other 
substantiating document to your supervisor. Documented occasions will not be included on an attendance record.

 

The following types of absence will not be counted toward your attendance record as long as you do not exceed the allotted number of days. In 
each case you must seek your supervisor's approval as soon as you know that an absence may be necessary. Your supervisor may require 
verification of the event that necessitates the absence.

*
Death in the family. Upon the death of your spouse, son, daughter, mother, father, brother, sister, mother-in-law (of your current 
spouse) father-in-law (of your current spouse), or any relative living with you, you are permitted a paid absence of up to five days. 
You may take one day off with pay at the death of your brother-in-law, sister-in-law, grandparent, grandparent-in-law, or grandchild. 
This time is allotted to make any necessary arrangements and to attend the funeral.

* Emergency or major household disaster. Up to one day's paid absence is permitted if you must miss work due to an emergency at 
home, such as a burglary, leaking gas line, or similar situation. Under unusual circumstances, a maximum of three days' absence with 
pay will be granted in the event of a fire, flood, or other major disaster that destroys an employee's home or its contents. This time 
period should be used to arrange for reconstruction, relocation, or any other matters that must be resolved.

* Injury or illness in the family and planned absences. One day's absence, up to a maximum of three days each calendar year, may be 
used if you must be absent for any of the following reasons:

* Household moveif you are changing your principal residence and the moving or delivery of furniture is involved

* House settlement on your principal residence

* Graduation for you, your spouse, or your child from high school, college, or university

* Doctor or dentist visit if your doctor or dentist can see you only during your regular workday. You should make every attempt to 
schedule any appointment at the beginning or the end of your workday to keep your absence to a minimum.

 

The following absences will be counted toward your attendance record:

*
Personal illness or injury. If you must miss work due to a personal illness or injury, you will be covered by the company's Short-
Term Disability Plan (explained in detail later in this section).
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*
Any unexcused absence. This includes any time off from work taken without your supervisor's approval.

* Any time in excess of the allotted, excused time off for a death, injury or illness in the family, or a planned absence as described 
above.

 

Reporting of absences. You must notify your supervisor and indicate on your time record when you have been absent for any reason, including 
vacation, personal holidays, and sick days.

Excessive absenteeism. Although the company maintains a liberal policy to provide for employees who are occasionally absent, frequent and 
extended absences, even for legitimate reasons, can impair an operation, reduce productivity, and diminish the employee's effectiveness and value 
to the company.

Excessive absenteeism is defined as six occasions of includable absences (as previously explained) in a twelve-month period or more than fifteen 
days of absence per year for two consecutive twelve-month periods. The twelve-month period is a "rolling month," measured from the current date 
back twelve months, not a calendar year.

Progressive Disciplinary Steps for Excessive Absenteeism

*
Verbal discussionnormally takes place after four occasions

* Written correctionnormally issued after five occasions

* Final written correction noticenormally issued after six occasions in a twelve-month period or more than fifteen days' absence per 
year for two consecutive years

 

Excessive lateness. Employees are expected to be at their work station and ready to work at the scheduled time. An employee's chronic lateness 
places an unfair burden on other employees in the department. Excessive lateness is defined as when an employee is late at a rate greater than an 
average of once a month.

Progressive Disciplinary Steps for Excessive Lateness

*
Verbal discussionnormally occurs when lateness averages more than once a month over a period of eight consecutive months

* Written correctionnormally issued when lateness averages more than once a month over a period of ten consecutive months

* Formal written correction noticenormally issued when lateness averages more than once a month over a period of twelve consecutive 
months

 

Sample Policy 8

Being on the job, ready to work, and on time, is very important. Each of us was hired for a specific contribution to the overall business. When you 
are absent or late, you are missed, and the department experiences some disruption.

If you are going to be absent or late unexpectedly, you must call your supervisor
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at or before the assigned starting time. Without this notification to your supervisor, your absence will be counted as 
unexcused and could have a detrimental effect on your future employment.

Further, you are expected to remain at your work assignment for your full work session except for lunch and break 
periods. Do not leave the job without your supervisor's permission.

Anyone who is absent for more than one day must stay in regular contact with his or her supervisor (i.e., for a three-day 
virus infection, call each day; for medical leave for surgery, call once each week).

Sample Policy 9

Any absence from work must be excused by your supervisor. Each employee is responsible for notifying his or her 
supervisor prior to the absence to gain approval. Failure to do this will be considered an unexcused absence. An 
employee receiving two unexcused absences in any twelve-month period will be discharged.

There are many types of absence. Each has its own set of rules and procedures. The following specifics will apply.

Casual absence: Absences of short duration, such as one or two days for personal illness or other incapacity. Each 
casual absence of two to eight hours in any given workday is considered to be an occasion. Two days of absence equals 
two occasions. Employees having seven occasions within one year (January 1 through December 31) will receive a 
verbal correction. An employee with twelve occasions within one year will receive a written correction. A written 
correction for excessive absence will remain in the personnel file for six months and will negatively affect consideration 
for upgrades and promotions. In addition, that employee will not receive any pay raises during that six-month period.

Personal business: Absence from work to attend to a personal problem or business. Supervisors have the authority to 
grant a personal business absence. The need to be away from work should occur very rarely, and each absence of two to 
eight hours will count as an occasion. Nonexempt employees will not be paid for a personal business absence.

Required absence: Absences such as jury duty, court appearance, military reserve training, bereavement, family and 
medical leaves, other approved leaves of absence, and company business. All reasons must be communicated to the 
immediate supervisor.

Unexcused absence: Absences from work without proper notification to the immediate supervisor. It is the employee's 
responsibility to speak directly to the supervisor and to continue contact as frequently as the supervisor indicates. 
Having two incidents (i.e., two different days) of unexcused absence within any twelvemonth period will result in a 
discharge from employment.

An employee who will not or cannot correct a pattern of chronic excessive absences or has a record of numerous 
medical leaves will be replaced by someone more dependable. Mitigating or aggravating circumstances will be 
discussed before any such disciplinary action is taken. Overall absence records from year to year are also a 
consideration when evaluating an employee's dependability.
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No-Fault Attendance Policy

Sample Policy 1

Attendance Policy

All employees are expected to be at work, on time, every scheduled work day.

The company has built its reputation on this basic principle: We deliver superior quality products and services to our valued customers, on time. 
To continue to maintain these standards, the regular attendance of ALL employees is extremely important. When an employee is absent or tardy, 
his or her supervisor must make reassignments among the employees who came to work. This could require placing employees on jobs that they 
are not fully familiar with, creating a decrease in quality or a dissatisfied customer that day. Because this is unfair to our customers, the company, 
and your fellow employees, this attendance policy has been developed.

Types of Absence

a.
Authorized absences are classified as any situations such as a death in your immediate family, Uniformed Service obligations, jury 
duty obligations, family or medical leaves of absence, disability accommodation leaves of absence, and any other leave of absence 
approved by the company. All other absences are classified as unauthorized. ''Authorized" means not counted against an employee's 
attendance record, and "unauthorized" means the absence will count against an employee's attendance record.

b. The company does recognize that occasionally an employee may need to be absent because of sickness or a compelling personal 
matter not included among authorized absences. You must call a supervisor within one hour of your starting time so that your 
supervisor can make arrangements for your replacement.

c. Signing up for overtime and not reporting constitutes an unauthorized absence.

d. Although unauthorized absences may be unavoidable, excessive unauthorized absences cannot be tolerated because of the 
operational impact already explained. Such absences are therefore subject to disciplinary action.

 

Disciplinary action for unauthorized absence in one year is as follows:

First step:
3rd6th absence Verbal commentary

Second step: 7th9th absence Written warning

Third step: 10th11th absence SalariedWritten warning

Hourly1- or 2-day suspension without pay

Fourth step: 12th absence Employee will be terminated
 

This step procedure for discipline will be maintained on a rolling twelve-month basis. That is, absences are counted only for the prior twelve-
month period. All
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absences occurring before that period are dropped. This may result in a reduction of an employee's step level.

An employee who is absent for one day without notifying his or her immediate supervisor will automatically advance one level.

An absence of two consecutive scheduled work days without notice will be considered a voluntary resignation.

Tardiness Policy

Promptness is expected so that production can start in a harmonious manner. The company understands that tardiness is sometimes unavoidable 
because of severe weather conditions and other emergencies. At the discretion of management, we will grant these cases as excused. You should 
notify your supervisor in advance, if at all possible, if you are going to be late.

If an emergency, personal business, or pressing personal circumstances that cannot be attended to outside of working hours requires you to leave 
your job at any time other than lunch, you may request permission from your supervisor. He or she will consider the urgency of your request and 
the time when you can be spared.

If you are required to punch a time card, punching out before quitting time is classified as an instance of tardiness, unless you are excused by 
your supervisor. You should always punch out when leaving work for personal emergencies and punch in when you return. Leaving company 
premises at any time without clocking out is prohibited.

Disciplinary action for unexcused tardiness in the rolling twelve-month period is as follows:

Salaried
Hourly

5th instance of tardiness: Verbal warning Verbal warning

6th instance of tardiness: Written warning Written warning

7th instance of tardiness: Written warning 1-day suspension without pay

8th instance of tardiness: Written warning 2-day suspension without pay

9th instance of tardiness: Written warning 3-day suspension without pay

10th instance of tardiness: Termination Termination
 

Inclement Weather

Sample Policy 1

(Name of company) is a service company and, therefore, will always remain open for those employees who can get to work during severe 
weather. However, in case of a severe weather emergency, such as a snowstorm or flood, as determined by the National Weather Service, the 
following policy will be in effect:

1.
If an employee is unable to get to work, he or she will be allowed to charge such an absence to a vacation day, float time, or sick 
leave, provided he or she has the time remaining. Such time may not be borrowed from the upcoming year.
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2.
In the event a severe storm should occur the day before or on the day after one of (name of company)'s stated holidays, holiday pay 
would be paid to all eligible employees, whether or not they worked the day before or the day after the holiday.

3. The lateness policy will be suspended for the duration of the severe weather.
 

This policy will hold unless you are called by the Company and informed not to report for your shift. Only with major storm damage to the 
building would this notification be made.

Sample Policy 2

In the event of severe snow or ice storms it may be necessary to adjust normal work schedules. The company will make decisions on closings and 
openings on the basis of the best information available and will respond to potential hazardous weather conditions that affect all of our employees.

If a severe snowstorm overnight makes it undesirable to open in the morning, hourly employees will not be paid. However, if employees are able to 
get to work and be productive in their regular jobs, they will be paid for the day at the regular rate. The company may, at its discretion, schedule or 
permit a makeup day or hours.

If in our management's best judgment we elect to close our offices and plant before the normally scheduled closing time because of threatening 
weather, employees will be paid for the entire scheduled work day.

If for some reason employees feels that they must leave because of poor weather, even though we are not officially closing, those employees must 
have the approval of their supervisors to take the rest of the day off. In this instance, the employees will not be paid for hours not worked. We will 
assume and expect that the individual concerns of the employee, as well as the department, will be addressed in a sensitive manner.

Employees will be notified of company closings/openings by radio as follows:

(city)

(radio station)

As weather improves in the morning, the company may elect to open for business. Employees should call by telephone if conditions improve and 
travel is no longer hazardous to see if a later opening is planned.

Sample Policy 3

If during foul weather, (name of company) is open for business by 11:00 A.M., the following policy applies to absences:

1.
All individuals who report to work on a day of foul weather, as described above, will be paid at their normal hourly rate for the hours 
actually worked.

2. Each individual who fails to report to work on a day of foul weather, as described above, will be required to make a decision:

a. Be paid for that day lost, charging the time against vacation, if that individual has vacation accrued.

b. Not be paid for that specific date.
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Sample Policy 4

Employees unable to report to work because of snow will be given an excused absence if, in the opinion of their 
supervisor, the weather justified an excused absence.

Employees reporting to work in snowy weather will be allowed to work but may be assigned to jobs other than their 
regular jobs.

In the event of severe weather, employees are urged to listen to (radio station) for plant schedule changes. Employees 
reporting for work after a plant closing has been broadcast will not be paid.

Punctuality

Sample Policy 1

Being on time is most important to the efficient operation of our company. Tardiness disrupts productivity and makes it 
difficult to function effectively and meet our customers' needs. It is your responsibility to be at your work station at your 
scheduled starting time and to return from lunch no later than your scheduled time.

Occasionally, unavoidable circumstances may cause you to be late, and you are expected to notify your supervisor if 
you should find yourself in this situation. Frequent tardiness will result in disciplinary action, up to and including 
dismissal.

Sample Policy 2

Our work is planned in advance. Every job has a very definite place in the successful operation of our company. 
Therefore, you are expected to start your workday on time and be punctual to all working appointments.

If for any reason you are unable to be at work at your regular starting time, you are expected to call your supervisor. 
This is necessary in order that schedule adjustments can be made. Also, this notice is necessary if your tardiness is to be 
excused.

Time Away From Work

Sample Policy 1

If an emergency, personal business, or pressing personal circumstances that cannot be attended to outside of working 
hours requires you to leave your job, you may request permission from your supervisor. Your supervisor will consider 
the urgency of your request and the time when you can be spared. If you are required to punch a time card, you should 
punch out when leaving the plant on personal matters and punch in again when you return.

Sample Policy 2

In an emergency, when personal business or pressing personal circumstances that cannot be attended to outside of 
working hours require you to leave your job, you may request permission from your supervisor. Your supervisor will 
consider the urgency
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of your request and the time when you can best be spared. You should record your time when leaving the premises on personal matters, and again 
when you return. If at all possible, please schedule your doctor and dentist appointments during nonworking hours. However, in emergency 
situations where this is not possible, you may request the necessary time off through your supervisor. Your absence on these occasions, if not 
deducted from your accumulated paid leave, will be considered as noncompensable time.

Personal Leave of Absence

Sample Policy 1

An unpaid leave of absence of less than thirty days may be granted by your supervisor. A written leave of absence is required for all absences 
exceeding five working days and may be requested after completion of ninety days continuous service. The request for a personal leave of absence 
must be submitted in writing to your supervisor at least five working days prior to the day the leave is to begin, except in case of an emergency.

If a leave of absence exceeds thirty days, it must be approved by the manager of your area and the Personnel Director. A personal leave of absence 
may not exceed sixty days and is not subject to extension. Approval for a leave is based on the reason for the absence, the length of your 
employment, your performance record, your attendance and punctuality record, and the work schedule in your area.

The company cannot guarantee to hold a particular job open during any personal leave of absence longer than thirty days. Those returning from 
longer leaves will be entitled to the first available opening for which they are qualified if their former position has been filled during the leave.

A leave of absence should not be taken lightly, since it may work a hardship on the company and your fellow workers who will have to fill in for 
you.

Your employment is subject to termination if you leave without prior approval or if you fail to return to work on the expiration of the leave of 
absence. In an emergency situation, you should contact your supervisor as soon as possible to make the necessary arrangements for an extension of 
leave.

Family and Medical Leaves of Absence

Sample Policy 1

Employees who have, at the commencement of the leave, at least twelve months total service and who have worked for at least 1,250 hours during 
the preceding twelve months, and who, at the time of request, work at a company location where fifty or more company employees work within 
seventy-five miles [if applicable], will be granted a total of up to twelve weeks unpaid leave during [decide on and specify the twelve-month 
period] for one or more of the following reasons:

a. The birth of a son or daughter of the employee and in order to care for the newborn child
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b.
The placement of a son or daughter with the employee for adoption or foster care

c. To care for the employee's spouse, son, daughter or parent who has a serious health condition

d. A serious health condition of the employee that makes the employee unable to perform the functions of his or her current position
 

Employees are expected to provide the company with at least thirty days' advance notice or to give notice as soon as practicable when the leave is 
foreseeable. To request or confirm an FMLA leave, employees are required to complete an "Employee's Request for Family or Medical Leave" 
form.

[Determine permissible substitutions of paid time off under existing company policy for unpaid FMLA leave. Decide whether company will require 
such substitutions or will allow employees to elect such substitutions. Decide whether company will permit employees to elect substitutions that are 
not normally allowed under existing company policy or practice. Finally, specify company policy regarding substitution of paid time off for unpaid 
FMLA leave.]

Employees are required to furnish medical certification of a serious health condition. When the leave is foreseeable and at least thirty days' notice 
has been provided, the employee should provide the medical certification before the leave begins. When this is not possible, the employee must 
provide the requested certification within fifteen calendar days of the company's request. Employees returning to work from a medical leave for 
their own serious health condition are required to furnish medical certification of fitness-for-duty when they return to work.

Leave under (c) or (d) may be taken intermittently or on a reduced leave schedule when medically necessary, but similar arrangements under (a) or 
(b) require company approval. Employees are expected to consult with the company prior to scheduling medical treatment in order to work out a 
treatment schedule (subject to the approval of the health care provider) that best suits the needs of both the company and the patient. The company 
may require the employee to transfer temporarily to an available alternative position with equivalent pay and benefits for which the employee is 
qualified and that better accommodates recurring or reduced periods of leave.

Leave may be taken prior to birth or placement under certain circumstances with company approval.

The company will maintain group health care coverage during the unpaid leave on the same basis as prior to the leave.

Seniority, retirement service credit, and other benefits [specify] will not accrue during the unpaid portion of the leave, but seniority, retirement 
service credit, and other unused benefits [specify] accrued prior to the leave will be fully credited and available upon return from leave.

Holidays occurring during FMLA leave will be counted against the employee's FMLA entitlement. Normal paid holiday policy will apply.

Leave taken under this policy will be counted against the employee's annual FMLA twelve-week entitlement. Time not worked because of leave 
under this policy will not be counted against an employee's attendance record.
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If both spouses are employees of the company, they will be entitled to an annual combined total of twelve-weeks leave for birth, adoption or foster 
placement or to care for a seriously ill parent. However, each is still entitled to the difference between the amount of leave he or she has 
individually taken for those purposes and the amount of leave (up to twelve weeks) needed for their own, their spouse's, or their child's serious 
health condition.

If an employee returns to work from an absence that qualifies for FMLA leave but that has not been so designated by the company, the employee 
must notify the company within two work days of returning to work if the employee desires the absence to be counted as an FMLA leave.

Upon return to work an employee who takes leave under this policy will be placed in the position the employee left or in an equivalent position 
with equivalent pay, benefits, and other terms and conditions of employment.

Family and Medical Leave Act Samples of Optional Provisions Policy

* Substitutions. Employees (may elect) (are required) to substitute available accrued paid sick days for unpaid leave under (d) above and 
(may elect) (are required) to substitute available (paid personal days) (floating holidays) paid vacation days for any other unpaid 
periods of FMLA leave.

* Accruals. Seniority, retirement service credit, paid sick days, and paid vacation, will not accrue during the unpaid portion of the leave, 
but seniority, retirement service credit, and unused sick days and vacation accrued prior to the leave will be fully credited and 
available upon return from leave.

 

[OR]

Senority, retirement service credit paid sick days, and paid vacation will continue to accrue during paid and unpaid portions of the leave, and 
unused sick days and vacation accrued prior to the leave will be fully available upon return from leave.

Uniformed Services Employment and Re-Employment Rights Act

Sample Policy 1

An employee who gives advance notice and who leaves the company for any period of active or training service in the Uniformed Services of the 
United States is entitled to continued employment and, after completing longer periods of service, will be reemployed in accordance with federal 
and state law.

Employees should inform the company of training or drill schedules as far in advance as possible.

[select optional pay treatment]
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For drill attendance and other leaves of fewer than thirty-one days, the company will pay the difference between service pay and the employee's 
normal rate of pay. The employee must provide service pay documents. All leaves of more than thirty days are unpaid.

[or]

Salaried employees will be paid the difference between service pay and the employee's normal rate of pay for Uniformed Services absences of 
less than a full workweek. The employee must provide service pay documents. All hourly employee Uniformed Services absences and all salaried 
Uniformed Services absences of a full workweek or longer are unpaid.

Upon request, employees going on USLA may use any available accrued paid vacation or other personal paid time off during unpaid leave.

Reinstated employees will receive full credit for seniority and other rights and benefits determined by seniority that they had at the start of the 
leave plus full credit for the period of time spent (up to five years) in the Uniformed Services.

Sample Policy 2

An employee who gives advance notice of and who leaves the company for any period of service with the Uniformed Services of the United 
States is entitled to continued employment and, after completing longer periods of service, is eligible for re-employment under the following 
conditions:

*
Must have given advanced written or verbal notice to the Company of the impending service

* Cumulative service was not in excess of five (5) years (with certain periods of service excepted)

* Must report to the Company for re-employment within time periods related to the duration of service

* Must have been discharged or released from service "under honorable conditions"
 

An eligible person on leave for more than thirty days must provide available documentation showing the period of and the character of service.

Employees should inform the company of training or drill schedules as far in advance as possible.

[select optional pay treatment]

For drill attendance and other leaves of fewer than thirty-one days, the company will pay the difference between service pay and the employee's 
normal rate of pay. The employee must provide service pay documents. All leaves of more than thirty days are unpaid.
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[or]

Salaried employees will be paid the difference between service pay and the employee's normal rate of pay for Uniformed Services absences of 
less than a full workweek. The employee must provide service pay documents. All hourly employee Uniformed Services absences and all 
salaried Uniformed Services absences of a full workweek or longer are unpaid.

Upon request, employees going on USLA may use any available accrued paid vacation or other personal paid time off during unpaid leave.

Employees going on USLA may elect to continue health plan coverage for themselves and their dependents for the lesser of eighteen months or 
the day after the date they are required to but fail to apply for or return to employment with the company. Employees on leave for longer than 
thirty days who elect to continue health plan coverage will be required to pay the full premium under the plan, plus a small administrative charge.

Persons eligible for re-employment must report or submit an application to the company as follows:

Period of service (days) Notice for re-employment

1-30
Report for work on first full workday after travel home plus 8 hours

31-180
Submit application within 14 days

181 +
Submit application within 90 days

 

Failure to report or apply to the company within these time frames will be considered by the company to be an absence without notice.

An eligible person will be reinstated in the position he or she would have held or achieved if his or her employment had not been interrupted by 
the service, if qualified for that position. If not qualified, after reasonable effort by the Company to qualify him or her, the employee will be 
reinstated in the same position he or she vacated. If the period of service was more than ninety days, the person may be reinstated in a position 
with like status, pay, and seniority.

If the person is not qualified for any of those positions and cannot become qualified with reasonable effort by the Company, the person will be 
reinstated in another position of lesser status and/or pay for which he or she is qualified and accepts.

Reinstated employees will receive full credit for seniority and other rights and benefits determined by seniority that they had at the start of the 
leave plus full credit for the period of time spent in the Uniformed Services.

Reinstated employees will be treated as not having incurred a break in service for purposes of pension benefit plan vesting, eligibility, 
nonforfeiture of accrued benefits and accrual of benefits under the plan.

Special rules apply to individuals with service connected illnesses, injuries, or disabilities.
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Jury Duty

Sample Policy 1

If you are notified that your name has been drawn for jury service, inform your supervisor immediately. The company 
encourages employees to carry out their responsibilities as citizens in this regard whenever circumstances permit. Your 
supervisor will inform you about how your pay will be handled.

An employee called for jury duty should report for work during his or her scheduled working hours before and after 
such duty for assignment to available work. Time spent on jury duty shall not be considered as time worked for the 
purpose of calculating overtime.

Sample Policy 2

If you are a full-time regular employee who is summoned to jury duty, we will continue your salary during your active 
period of jury duty for up to a maximum of twelve working days per calendar year. You are also permitted to retain the 
allowance you receive from the court for such service. If you are not a full-time regular employee, you are given time 
off without pay while serving jury duty.

All employees are allowed unpaid time off if summoned to appear in court as a witness.

To qualify for jury or witness duty leave, you must submit to your supervisor a copy of the summons to serve as soon as 
it is received. In addition, proof of service must be submitted to your supervisor when your period of jury or witness 
duty is completed.

We will make no attempt to have your service on a jury postponed except where business conditions necessitate such 
action.

Sample Policy 3

The company recognizes the fact that it is a person's duty to serve willingly on state and federal juries and wishes to 
cooperate fully. If you are requested to perform service as a juror, you shall be given time off while serving on the jury. 
At the completion of your service, you shall report the amount of juror's fees, and the company will pay you for the time 
of absence (the straight-time rate computed on the basis of straight-time scheduled work day for the number of days of 
jury service during the regular workweek), less the amount you received as juror's fees during such period.

Employees called for duty in (name of county) will be paid by the company for the first three days they serve as jurors. 
Starting the fourth day, the company will pay the difference between the amount paid by the county and the employee's 
regular rate of pay.

If you are called upon to serve for jury duty, you should give your supervisor as much advance notice as possible, as 
well as a copy of the jury service notice for payroll purposes.

There may be occasions when you are temporarily released from your duties
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because no juries are drawn. When this happens, you are expected to return to work if there is reasonable period of time left in the day.

Sample Policy 4

Jury duty is a civic responsibility that we should not avoid. We urge our employees to perform jury duty service whenever possible. You will be 
granted a leave of absence to serve jury duty, and you will receive differential pay for days served. Differential pay will be determined by 
subtracting the daily amount paid by the court for jury duty from the amount of your regular day's pay. You must provide your supervisor with a 
statement from the court indicating the days served and the amount paid by the court. We request that you notify your supervisor as soon as you 
receive your jury duty summons. Also, we ask that you report back to work any day on which you have been excused early or are not required to 
report for jury duty service.

Sample Policy 5

If you receive a summons to serve on a jury, please tell your supervisor as soon as possible so that she can arrange for another employee to work 
in your place during your absence.

In order to avoid any severe financial loss to you, the company will pay you the difference between any jury duty pay you receive and the amount 
you would have earned at your regular daily earnings. Time spent on jury duty will not be used to calculate overtime pay. Saturdays and Sundays 
are not considered scheduled workdays under this policy.

To be eligible for jury duty pay, you must deliver to the accounting office a statement from the court clerk indicating the time served on the jury 
and the amount received as jury duty pay.

When on jury duty, you are expected to report back to work on any day on which you are excused early or are not required to report for jury duty 
service.

Educational Leave

Sample Policy 1

Under special circumstances, and at the discretion of the company, employees may take an educational leave of absence without pay for up to a 
maximum of twelve months to complete full-time study for an approved and required academic degree.

Eligibility. To qualify, employees must:

*
Have at least two years' regular, continuous service with the company

* Be accepted by an accredited college or university for study leading to an undergraduate, master's, or doctoral degree in a field 
applicable to and required for the employee's current job or for future advancement within the area or department
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Application and approval. A written request for an educational leave must be submitted to the department manager at 
least three months before the start of the requested leave. The request for leave must be approved by the department 
manager, the appropriate area or functional Vice President, the Personnel Director, and the business sector Vice 
President of Personnel.

Benefits. While on an educational leave of absence, employees may continue to apply for reimbursement of eligible 
expenses under the company's Tuition Reimbursement program.

Employees may also continue life insurance and medical and dental coverage, provided they prepay all charges 
associated with the contributory portion of the plans. Eligibility for other benefits, such as holidays, vacation accrual, 
and credited services, is suspended during the leave period but will be reinstated upon return to work.

Re-employment. Upon completion of study, employees may apply to their Personnel Director for re-employment. Re-
employment, while not guaranteed, will depend upon the availability of a suitable job opening. If a suitable job opening 
is not available, the employee will be considered ''resigned" effective the date the leave began.

Sick Leave

Sample Policy 1

The company's ability to serve its customers in a timely and efficient manner is of the utmost importance. Regular 
attendance and promptness in reporting to work contributes a great deal toward a better team effort and better served 
customers. Being here in accordance with your schedule is expected and is considered an important factor in overall 
employee performance.

We recognize that occasionally it may be necessary for you to be absent from work as a result of illness or to attend to 
matters of a personal nature. Therefore, beginning with your six-month anniversary as a regular, full-time employee, 
you will receive two and one-half sick/personal days and, upon your one-year anniversary, another two and one-half 
sick/personal days. Thereafter, beginning with your two-year anniversary, you will receive five sick/personal days each 
year.

Your sick/personal days are for your use as you see fit. However, if at all possible, we request that you schedule these 
days off with your supervisor as far in advance as possible so that arrangements can be made to take care of your work 
on the day(s) you are absent. Sick/personal days can be accrued up to a maximum of twelve weeks.

Sample Policy 2

Upon satisfactory completion of your orientation period, all regular full-time employees will be eligible for coverage 
under our sick leave program, which pays benefits per week from the first day of accident or hospitalization or the 
fourth day of illness up to a maximum of thirteen weeks. Pregnancy disability is also covered under the sick leave 
program.
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In order to be eligible for benefits, you must be under the regular care of a doctor and may be required to submit a doctor's certificate 
at any time. You are required to come back to work as soon as your doctor certifies that you are physically able to return.

If you are not able to come back to work after thirteen weeks, you will be terminated from the active payroll and will be put on a 
preferential hiring list when your doctor certifies you are able to reenter the work force. While you are receiving sick leave benefits, 
your seniority will continue to accumulate for vacation purposes, and you will be eligible to receive pay for any observed holidays.

Continuation of your coverage under the group insurance plan will be maintained upon your authorization to deduct required 
premiums from your weekly benefit. Sick leave benefits will be paid at the same time as regular paychecks.

Sample Policy 3

We recognize that occasionally it may be necessary for you to be absent from work as a result of illness or accident. Therefore, 
beginning with the first of the month following the date of hire, all full-time employees will begin accruing one day of paid sick leave 
per month for a total of twelve days per year. Unused sick leave days, along with unused personal leave days, will accumulate 
indefinitely to provide you job protection should you have an extended illness or disability. This is an excellent job insurance 
protection for you; however, any unused disability leave days will not be paid upon termination of employment.

Paid disability leave will begin with the first day of hospitalization or illness. Medical certification may be required to verify claims 
for disability leave. Should you be granted a personal leave of absence for more than twenty continuous workdays, the accrual of your 
disability days will be suspended until you return to work; however, your other benefits will continue.

Sample Policy 4

All regular full-time hourly and salaried (nonexempt) employees, after completing six months of continuous service, are eligible for 
paid sick leave benefits. These benefits are paid only when you are ill and unable to work because of non-job-related causes and are as 
follows:

Length of service Sick pay allowance each year Waiting period Maximum accumulation

First 6 months None N/A N/A

6 months to 2 years 5 workdays 2 workdays 10 workdays

2 to 5 years 5 workdays 1 workday 10 workdays

5 to 10 years 7 workdays None 14 workdays

10 to 20 years 10 workdays None 20 workdays

Over 20 years 15 workdays None 30 workdays
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Funeral Leave

Sample Policy 1

Your company recognizes your desire to be absent in the event of a death in your immediate family (spouse, child, 
mother, father, brother, sister, mother-in-law, father-in-law, step-parents, grandparents, and grandchildren). You will be 
allowed a total of three working days off between the date of death and the day following the burial inclusive. Allowed 
time off, up to eight hours each day, shall be paid at your job classification, straight-time hourly rate in the event you 
were scheduled to work and would have worked such days if there had been no such death. Time lost for scheduled 
hours of work due to funeral leave during the normal scheduled work week shall be counted as hours worked for the 
purpose of computing overtime. Upon request of the company, you may be asked to offer valid proof of death before 
time off with pay is granted. You will not receive funeral leave pay unless days absent were scheduled work days. Nor 
will you receive funeral leave pay if you are on vacation or layoff.

In order for the employee to receive pay for funeral leave, the Department Supervisor must notify the Payroll Manager. 
Likewise, if the employee is a participant in the Employee Flower Fund, the responsibility for proper and timely 
distribution of the allocation rests with the Department Supervisor.

Sample Policy 2

In the event of the death of an employee's father, mother, brother, sister, husband, wife, child, father-in-law, mother-in-
law, or a person living in the same residence as part of the same household as the employee, time off will be given, up 
to a maximum of three working days, without loss of regular straight-time pay during the period beginning with the day 
of death and up to and including the day following the funeral. Additional time off, without pay, will be granted 
whenever such additional time is reasonably required.

In case of the death of a son-in-law, daughter-in-law, brother-in-law, sister-in-law, grandchild, or grandparent, you will 
be given, upon request, one full day off without loss of regular straight-time pay on the day of the funeral to attend the 
services.

The provisions of this section covering absences for death in the family do not apply within the time limits of scheduled 
vacation or when an employee is off duty due to illness or injury or for other reasons.

Employees may serve as pallbearers when requested without loss of straight-time pay on the day of the funeral for the 
time necessary to perform this function.

Sample Policy 3

All regular full-time employees shall be entitled to receive time off with pay in the event of the death of a member of 
their immediate family. The immediate family is defined as father, mother, husband, wife, brother, sister, child, or 
mother- or
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father-in-law, grandparents, grandchildren, or any other relative living in the household of the employee. The period of absence may not exceed 
three work days for one cause.

Should more than three days be needed, they may be taken as personal days or vacation days, or they may be taken without pay, subject to the 
discretion of your supervisor. For part-time or temporary employees, leave without pay may be granted upon the death of a member of the 
immediate family.

Sample Policy 4

If you are scheduled to work, and you receive news of the death of a member of your immediate family, you may arrange for a bereavement leave 
in order to make necessary arrangements, attend the funeral, or handle other affairs immediately associated with the funeral.

You will be paid for time actually lost from your regularly scheduled work, up to eight hours per day, from the day of the death through the day of 
the funeral, but not to exceed two paid workdays.

The following are considered members of an employee's immediate family for purposes of providing up to two workdays off with pay: mother, 
father, sister, brother, wife, husband, daughter, son, and mother- or father-in-law.

Saturdays and Sundays are not considered scheduled workdays under this policy. Additional time off without pay may be requested through your 
immediate supervisor.

Sample Policy 5

Employees bereaved by the death of a relative will be granted time off from work without loss of pay according to the provisions listed here. All 
regular full-time employees are covered by this policy, effective their first full day of active employment.

1.
When a death occurs in an employee's immediate family, he or she will be compensated for the time actually lost from his or her 
regularly scheduled work on the day of the death and the days following it, but not to exceed three workdays (twenty-four work 
hours). The immediate family of an employee is defined and limited to mother, father, wife, husband, daughter, son, sister, and 
brother. Stepparents are considered immediate family.

2. Employees may be granted time off from work without loss of their regular pay upon the death of a relative who is not a member of 
their immediate family, but not to exceed one workday (eight work hours). For the purpose of this policy, a relative who is not of the 
immediate family is defined as sons- and daughters-in-law, aunts, uncles, nieces, nephews, grandparents, grandchildren, parents of 
spouse, brother or sister of spouse, and grandparents, grandchildren, parents of spouse, brother or sister of spouse, and grandparents 
of spouse. Other relatives such as cousins and spouses married to brothers or sisters (of employee or spouse) are not covered by this 
policy.
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3.
Any time off must be approved by the employee's immediate supervisor.

4. Compensation allowance will not exceed eight hours per day straight time at an employee's base salary rate.

5. Time paid for bereavement leave will not be counted as hours worked for the purpose of computing overtime.

6. Bereavement leave pay will not be paid in addition to allowable sick pay for the same day. The only exceptions to this will be when 
a death occurs in the family while an employee is on holiday or vacation, in which case additional days may be granted to 
compensate for any days used as bereavement leave.

7. Pay in lieu of taking bereavement time off is not permitted.

8. Leave must occur at the time of the relative's death. Leave after some time has passed will not be allowed.
 

Sample Policy 6

After successful completion of your orientation period, all regular full-time employees shall be entitled to receive time off with pay for two 
scheduled workdays in the event of death of a member of your immediate family. These days can be used to make necessary arrangements, attend 
the funeral, or handle other affairs immediately associated with the funeral. The immediate family is defined as spouse, parents, children, 
stepchildren, brother, sister, stepbrother and -sister, and grandparents.

5.07 
Employee Benefits Administration

a 
Observations and Recommendations: Health Care BenefitsHow to "Manage" a Benefits Crisis

Every new or revised employee handbook should contain your company's philosophy and mission statement relative to providing health care 
benefits to employees and their families. It is not unusual for group health insurance policies and procedures and eligibility reguirements, as well 
as the amount of covered expenses, to be provided in published manuals separate from the employee handbook. Nevertheless, it is recommended 
that your employee handbook make reference to the separately published group insurance manuals and, at the same time, provide employees and 
their families with an overview of your major health insurance benefits, wellness programs, health promotion and screening procedures, managed 
care, and employee assistance programs.

The following observations and recommendations can be beneficial in developing a new or revised health care policy and procedure statement 
and philosophy to be published in new or revised employee handbooks.
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As employers review their benefit programs, they should bear in mind the following factors that influence costs:

Workforce composition. Any significant change in the composition of an organization's workforce will raise or lower its 
benefits costs, even if its benefits plan remains unchanged. For example, more experienced or highly paid employees 
are often entitled to more vacation days at higher rates. They often make larger contributions to and receive larger 
company contributions from various deferred compensation plans. They may include more family members in their 
health care coverage, and they may submit more claims.

Salary planning. Many benefits costs are a function of salary. Salary structure adjustments and increases trigger 
increases in pay-sensitive benefits costs. Managing benefits costs must be done hand in hand with salary planning.

Avoidance and unavoidable cost increases. The radical increase in health care costs is partly due to dramatic advances 
in diagnosing and treating many health problems. Although the higher costs generated by these advances generally are 
not subject to employer cost controls, these higher costs can be communicated to employees so that they recognize these 
advances as part of a valued and constantly improving health care package.

Design and financing alternatives. Most programs carry a wide range of possibilities for design and financing. Explore 
employee needs and possible options first; then work with the finance department to choose among alternatives. Small 
compromises in design may make financing more feasible without seriously lessening the benefit to employees.

Value vs. cost. Cost control backfires when benefits are reduced below the competitive level needed to attract and retain 
the right workers. When an organization compares its benefits costs with costs at competitors, it should compare 
benefits values as well. For example, different funding methods can influence the cost of providing a particular benefit 
but may not affect its value. Use actuarial value analysis in any assessment of benefits competitiveness and in 
communications to employees.

Workforce involvement. The most effective cost controls occur in the context of employee understanding and 
involvement. Unexplained plan changes breed distrust, poor morale, and labor relations problems. Employers need to 
routinely show information related to the cost of benefits.

The U.S. Department of Labor's Bureau of Labor Statistics (BLS) publishes the Employment Cost Index (ECI), a 
comprehensive indicator of changes in compensation costs. The ECI covers all occupations and
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companies in the private nonfarm sector and tracks labor cost changes for more than 90 percent of all civilian workers. The ECI is widely used to 
forecast wage and benefits trends and for compensation cost planning.

The ECI indicates that benefits costs rose more rapidly than wages and salaries between 1980 and 1985, primarily because of large increases in 
Social Security taxes and medical insurance. From 1985 to 1987, smaller contributions to retirement plans, health care cost-containment 
provisions, and smaller increases in Social Security taxes combined to slow benefits cost increases, and benefits costs advanced at about the 
same pace as wages and salaries.

With a 5 percent increase in Social Security taxes and rising health insurance payments, benefits cost increases once again outstripped wage and 
salary increases from 1988 through 1991. This trend continued in 1992, 1993, and 1994, but in 1995 benefits cost increases slowed to a 
percentage rise just below that of wages and salaries.

What benefits do workers want? Asked what one benefit they prefer, more than 75 percent of all workers answer "health benefits." Young 
workers state a second preference for a savings plan, older workers for a pension. The vast majority of all workers state a preference for the 
ability to make choices in order to shape the benefits package to their special needs.

As for pension plans, defined benefits plans have always received relatively low scores in employee surveys because of the youthful average age 
of the workforce and the small number of workers who have any notion they will spend a full career with the present employer and be eligible to 
collect a significant pension benefit. Surveys indicated that workers' assumptions of job movement have been the rule, not the exception.

Further, employees prefer portable benefits, which accounts for the very high rate of acceptance when a lump-sum distribution option is 
available from either a defined benefit or a defined contribution retirement plan. The ongoing debate over health care reform has placed great 
emphasis on the dual issues of work job lock (inability to change jobs for fear of losing benefits, especially health benefits) and lack of 
portability of retirement benefits. Today, the debate on retirement policy reform centers on these two issues, as well as on individual, as opposed 
to corporate, responsibility for and control of benefits.

Employee benefits planning typically follows these steps:

1.
Establish objectives.

2. Collect complete descriptive data on the current workforce, how it compares with that of the past, and what can be expected for the 
future.

3. Determine how much money you can afford to spend.
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4.
Determine what programs fit your objectives, your workforce, and your budget.

5. Determine what your employees need and want (these may not be the same).

6. Decide what you will provide and what you will actually spend in total.

7. Determine options (including costs) for administration, management, and communication.

8. Decide how you will do these things.

9. Implement the chosen program.
 

Clearly, the company's benefits objectives and philosophy play a great role in not only the benefits that are offered but also the cost-containment/
cost-sharing provisions that health care plans contain.

Employee benefits plans, especially health care plans, are specifically instituted to perform a variety of services for the employer, including 
attracting good employees, motivating employee productivity, and reducing turnover. One negative result of rising health care costs and 
increasing benefits legislation is that many small employers are considering termination of any employer-provided medical care plans. This 
drastic action could clearly result in increasing benefits costs for the remaining covered population and additional federal or state legislation 
mandating certain levels of employee benefits.

There are several alternatives that still remain open to employers wishing to reduce the rising costs of health care and to control the utilization 
level of medical care plans. Surely a continuation of cost-containment provisions in medical plans is a necessity. However, these cost-
containment provisions should be reviewed on at least an annual basis to determine their effect on the total cost-containment picture as well as on 
health care providers.

Preplacement medical examinations. In the past, the medical examination performed at time of hire were, for the most part, used judiciously by 
employers. While certain employers used the evaluation protocol as a basis for intelligent and beneficial matching of the applicant to the job, 
others used the procedure as a device to disqualify persons deemed "undesirable" even though they could perform essential job functions. This, 
of course, is now unlawful.

More recently, such examinations have served many worthy purposes in light of today's changing workforce. They have introduced new 
employees to a health care system or to a preventive medical program. Further, the completion of a preplacement examination may be necessary 
to appropriately ensure that a medical condition doesn't preclude satisfactory performance and can provide the following additional benefits:
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*
An appropriate matching of applicants to the occupational requirements of jobs so that the energy expenditure and the emotional 
investment in the work completion are attainable and consonant with individual applicants capacities

* An introduction to a health care system that emphasizes wellness and a preventive care ethos that, if followed, can forestall a 
premature onset of chronic disease or complications of a previously existing disabling disorder or impairment and reduce health 
insurance and other employment costs

* A baseline of health status so that future measurements can be used to determine if any job contactants or toxic exposures have 
proved detrimental to the employee's health and facilitate Workers' Compensation cost containment

* A basis for determination of needs in the area of reasonable accommodatione.g., sensory aids, special work apparatus or additional 
devices, relocation of work station, special parking

 

Employers may require a medical examination after an offer of employment has been made to a job applicant and prior to the commencement of 
employment. They can submit information obtained from the examinations to state Workers' Compensation offices or secondary injury funds in 
accordance with state Workers' Compensation laws.

Employers may use as a qualification standard the requirement that an individual not pose a direct threat to the health or safety of others in the 
workplace.

In essence, the post-offer pre-employment medical examination is an effort to determine if the applicant has the present capacity to accomplish 
the specific duties of the job, with or without reasonable accommodation, in keeping with the physical, environmental, and psychological 
demands of the position. Recommendations, including individualized medical work restrictions, direct threats, and suggested accommodations 
can be forwarded to the hiring authority, free of any diagnostic information, and may be used (exclusively) as an aid in placement.

Health promotion and screening. The second alternative that employers should consider is health promotion and screening. Since the health of 
employees already on the payroll will change over a period of time, it is important to establish ongoing health screening and educational programs 
of potential health problems for employers. The purpose of health screening programs is to identify potential health problems early in their 
progression so that they may be treated promptly and the cost of treatment reduced. However, employee participation in any health promotion, 
screening, or wellness program must be entirely voluntary, and
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the results of any examinations and any recommendations for further medical attention and/or changes in lifestyle or habits may be given only to 
the individual employees and not to the employer.

There is no magic formula for establishing either the frequency or the coverage of screening. Variables such as age, gender, occupation, cultural 
heritage, and genetic predisposition should be considered in determining the need and extent of screening programs. Periodic health monitoring 
should be targeted to those areas identified in the survey. Some employers may provide mass screening aimed at a single, common disorder (e.g., 
blood pressure tests, glaucoma screenings), while others may provide screening for all body systems (multiphasic screening). Either approach 
can be used effectively. Screening can be done either individually or in groups.

Employers often miss the opportunity to provide education to employees on specific high-risk diseases, including cancer, high blood pressure, 
diabetes, and other specific illnesses. Many local and county health organizations are available to provide free educational information and 
workshops for your employees. This could also include such areas as nutritional weight reduction plans and smoking cessation programs.

Wellness. A third alternative, very closely linked to the second, is the idea of wellness in the workplace. It has been proven statistically that it is 
much more cost effective to prevent illness or injury than it is to treat illnesses and injuries after they occur. Therefore, it is incumbent on an 
employer to assist in promoting the general wellness of employees. A variety of approaches to promoting good health exists in U.S. industry 
today.

In addition to educating the workforce, promoting good health in the workplace can be approached in a variety of ways. These may include the 
following:

*
Using attractive colors and interior design to enhance comfort and relaxation, with attention to lighting and noise control

* Eliminating cigarette, candy, and junk food vending machines

* Providing a smoke-free work environment

* Providing smoking cessation programs

* Designing the workplace and equipment with sound ergonomic (i.e., human engineering) principles in mind

* Providing cafeteria menus that conform to fundamental nutritional principles

* Providing facilities for aerobic exercises, including showers and locker rooms

* Creating quality control circles or other comparable mechanisms to foster teamwork and to open pathways of communication 
between
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employees at every level who share interests and concerns

* Finding opportunities for organized sports and competitions with company sponsorship

* Scheduling periodic group discussions or seminars on a variety of general health or safety topics
 

Employee assistance programs. Employee assistance programs (EAPs) also provide an alternative to employers for controlling rising health and 
Workers' Compensation cost. Those engaged in research and practice in employee assistance programs are concerned with health problems that 
impair the performance of an employee at any level in the company. An EAP is defined as a company-sponsored assessment, treatment, and 
referral for early intervention in such problems as substance abuse, emotional stress, or crises at home or at work. Program attributes include the 
following:

*
Detecting deterioration in job performance possibly linked to either substance abuse or emotional distress and the avoidance of threats 
and confrontation

* Training supervisors to detect cases appropriate for EAP services in guiding early referral and follow-up

* Using documented evidence of poor performance to overcome denial and to offer constructive assistance in the face of a crisis 
involving job security

* Linking the employee with the appropriate resources while maximizing job continuity

* Assuring that the employee needing the treatment is sent to appropriate community-based providers that are competent and cost 
effective

* Adopting a company policy that permits initial short-term rehabilitation in preference to discipline or removal of employees
 

Managed care. Managed care delivery systems are now more important than ever in health care plans in controlling costs. This type of delivery 
system allows the review of high-dollar cases by trained professionals such as registered nurses or physicians to determine the most cost-effective 
and quality service for each patient. This allows the case manager to permit otherwise excludable services in light of the cost-effective nature of 
those services over more expensive alternatives, such as out-patient home health care rather than in-patient hospital care.

Individual case management should be in every plan, not only because it is voluntary but because in today's environment there are numerous
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cases of AIDs, cancer, and prenatal care. It is important to manage these cases from day one. In working with the family, the patient, and the 
providers, the intent is to use the most cost-effective mode of care. The four basic areas that should be assessed are the services, the resources, 
the appropriateness, and the facilities. Individual care management programs may last months on particular illnesses and cost quite a sum of 
money. These plans should be closely monitored by the employer and the provider.

To implement an effective health care cost-management system, it is important that the provider community be involved. Without a ''triangle 
effect" where the physician, the patient, and the plan sponsor/employer are involved, expectations of cost containment will not be met. It is very 
important to have a well thought out process of cost containment, since everything you do is simply a piece of a bigger puzzle and all the pieces 
must fit into an organized process. When medical inflation is running between 18 percent and 22 percent, you, as a health care plan sponsor, 
have few options other than to implement effective cost-containment provisions in your health care plan.

b 
Employee Benefits Administration Checklist

The following checklist can be used to help determine the various subjects to include in your handbook. Sample handbook statements covering 
many of the items in this checklist appear in this section. They can be used to help draft your personalized employee handbook statements.

Our Employee Handbook Should Include:

Paid Vacations

1. Length of vacations Yes___ No___ Maybe___

2. Eligibility and amount of vacation pay Yes___ No___ Maybe___

3. Scheduling vacation time Yes___ No___ Maybe___

4. Illness during vacation Yes___ No___ Maybe___

5. Extending, accumulating, or splitting vacation Yes___ No___ Maybe___
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6.
Effect of layoffs and absences Yes___ No___ Maybe___

7. Effect of discharge and resignation Yes___ No___ Maybe___

8. Part-time and temporary employees Yes___ No___ Maybe___

Paid Holidays

1. Number and name of paid and unpaid holidays Yes___ No___ Maybe___

2. Arrangements for Christmas and religious holidays Yes___ No___ Maybe___

3. Holidays falling on nonworking days Yes___ No___ Maybe___

4. Arrangements for long holiday weekends Yes___ No___ Maybe___

5. Eligibility requirements for paid holiday Yes___ No___ Maybe___

6. Amount of holiday pay and computation procedure Yes___ No___ Maybe___

7. Pay for worked holidays Yes___ No___ Maybe___

8. "Floating" holidays Yes___ No___ Maybe___

Group Health Insurance

1. Health plan specifics Yes___ No__ Maybe___

A. Type and amount of benefits provided Yes___ No___ Maybe___

B. Kind of planself-funded, indemnity, HMO Yes___ No___ Maybe___

C. Eligibility requirements for employees/dependents Yes___ No___ Maybe___

D. Contributory or noncontributory planpercentage contributions Yes___ No___ Maybe___

E. Coverageindividual or family Yes___ No___ Maybe___

F. Maximumsout-of-pocket, lifetime Yes___ No___ Maybe___

G. Deductibles Yes___ No___ Maybe___

H. Limitations and exclusions Yes___ No___ Maybe___
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2.
Dental insurance Yes___ No___ Maybe___

A. Coverageindividual or family Yes___ No___ Maybe___

B. Maximumsout-of-pocket, lifetime Yes___ No___ Maybe___

C. Deductibles Yes___ No___ Maybe___

D. Limitations and exclusions Yes___ No___ Maybe___

3. Vision care insurance Yes___ No___ Maybe___

4. Continuation provisions Yes___ No___ Maybe___

A. Extended coverage Yes___ No___ Maybe___

B. COBRA administration Yes___ No___ Maybe___

C. Conversion privileges Yes___ No___ Maybe___

Group Life Insurance

1. Defining group life insurance Yes___ No___ Maybe___

2. Eligibility requirements Yes___ No___ Maybe___

A. Employee Yes___ No___ Maybe___

B. Dependents Yes___ No___ Maybe___

3. Amount of coverage Yes___ No___ Maybe___

4. Contributory or noncontributory plan Yes___ No___ Maybe___

5. Conversion privileges after termination Yes___ No___ Maybe___

6. Accidental death or dismemberment insurance rider Yes___ No___ Maybe___

7. Coverage of life insurance after employee's retirement Yes___ No___ Maybe___

Group Accident and Sickness Insurance (Salary Continuance)

1. Employee eligible for coverage Yes___ No___ Maybe___

A. Nonexempt Yes___ No___ Maybe___

B. Exempt Yes___ No___ Maybe___

2. Type and amount of benefits provided Yes___ No___ Maybe___

3. Contributory or noncontributory plan Yes___ No___ Maybe___
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4.
Proof of disability Yes___ No___ Maybe___

5. Re-employment obligations for employee Yes___ No___ Maybe___

6. Insurance continuation during excused absences Yes___ No___ Maybe___

Profit-Sharing Plans

1. Current profit-sharing plans Yes___ No___ Maybe___

A. Cash plans Yes___ No___ Maybe___

(1) Defining net profits for purposes of cash plan Yes___ No___ Maybe___

(2) Defining the distribution formula Yes___ No___ Maybe___

(3) Frequency of distributing profitsharing earnings Yes___ No___ Maybe___

B. Wage dividend plans Yes___ No___ Maybe___

(1) Defining net profits for purposes of wage dividend plan Yes___ No___ Maybe___

(2) Defining the distribution formula Yes___ No___ Maybe___

(3) Frequency of distributing profitsharing earnings Yes___ No___ Maybe___

C. Production-sharing or cost-saving plans Yes___ No___ Maybe___

2. Deferred profit-sharing plans Yes___ No___ Maybe___

A. Defining "profit" in plan Yes___ No___ Maybe___

B. Eligibility requirements Yes___ No___ Maybe___

C. Percentage of profits that will be distributed Yes___ No___ Maybe___

D. Description of distribution formula Yes___ No___ Maybe___

E. How and when benefits will be distributed Yes___ No___ Maybe___

F. Contributory or noncontributory plan Yes___ No___ Maybe___

G. Description of how plan will be administered Yes___ No___ Maybe___

Retirement Plans

1. Type of funding arrangement Yes___ No___ Maybe___

A. Group annuities Yes___ No___ Maybe___

B. Individual policy Yes___ No___ Maybe___
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C.
Group life retirement plan Yes___ No___ Maybe___

D. Uninsured or self-administered plan Yes___ No___ Maybe___

E. Deposit administration plan Yes___ No___ Maybe___

F. Self-administered or insured combination plan Yes___ No___ Maybe___

2. Contributory or noncontributory plan Yes___ No___ Maybe___

3. Employee eligibility requirements Yes___ No___ Maybe___

4. Retirement age requirements Yes___ No___ Maybe___

5. Amount of retirement benefits Yes___ No___ Maybe___

6. Description of retirement benefit formulas Yes___ No___ Maybe___

7. Vesting rights of employees Yes___ No___ Maybe___

8. Death and disability benefits Yes___ No___ Maybe___

Bonuses

1. Discretionary year-end and Christmass bonuses Yes___ No___ Maybe___

2. Nondiscretionary productive-incentive bonus plans Yes___ No___ Maybe___

A. Method of paying overtime compensation on production and incentive-type bonuses Yes___ No___ Maybe___

B. Incentive standards Yes___ No___ Maybe___

Other Benefit Plans

1. Severance plan Yes___ No___ Maybe___

2. Unemployment insurance Yes___ No___ Maybe___

3. Workers' Compensation Yes___ No___ Maybe___

4. Social Security benefits and payments Yes___ No___ Maybe___

5. Physical examinations Yes___ No___ Maybe___
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Employee Services, Recognition, and Privileges

1.
Length of service awards Yes___ No___ Maybe___

2.
Employee discounts Yes___ No___ Maybe___

3.
Employee loans and advances Yes___ No___ Maybe___

4.
Credit union Yes___ No___ Maybe___

5.
Employee food services Yes___ No___ Maybe___

6.
Suggestion Incentive Program Yes___ No___ Maybe___

7.
Employee counseling Yes___ No___ Maybe___

8.
Financial aid for commuting employees Yes___ No___ Maybe___

9.
Medical services on the premises Yes___ No___ Maybe___

10.
Safety shoes Yes___ No___ Maybe___

11.
Recreation programs Yes___ No___ Maybe___

12.
Employee charge accounts Yes___ No___ Maybe___

13.
Employee uniforms Yes___ No___ Maybe___

14.
Charitable contributions Yes___ No___ Maybe___

15.
Severance pay plan Yes___ No___ Maybe___

 

c 
Sample Policies

Paid Vacations

Sample Policy 1

After one year of continuous service, all full-time employees receive twelve vacation days per year, or one day per month of service.

After five years of continuous service, all full-time employees receive eighteen vacation days per year, one and one-half vacation days per 
month worked.

After fifteen years of continuous service, full-time employees receive twenty-one vacation days each year, one and three-quarters vacation days 
for each month worked.
  

 

file:///E|/Buku%20Ekonomi2/Addition%201/How%20to%20Develop%20an%20Employee%20Handbook/files/page_194.html4/16/2009 4:07:27 AM



page_195

Page 195

After one year of continuous service, part-time employees working a regularly scheduled shift operation receive one 
working shift day's vacation for each month worked, regardless of length of service.

Employees must work with the company twelve consecutive months before they are credited with twelve days' vacation 
and are eligible to take the vacation time. If new employees terminate at any time within the first twelve months of 
joining the company, they will not receive any vacation pay.

Those employees with up to five years' service will be allowed to carry over no more than fifteen days' accrued vacation 
into each fiscal year starting April 1. Those employees with more than five years' service will be allowed to carry over 
no more than twenty days' accrued vacation time into each fiscal year starting April 1.

Employees will forfeit their excessive accumulated vacation days if they do not take them within this time period.

Employees who have transferred from part-time to full-time or vice versa will have their vacation allotment determined 
and adjusted on an individual basis.

Desired multiple-day vacation requests must be submitted to the department manager as soon as possible. Approval for 
vacations will be based upon the production needs of the individual's department on a first-come-first-serve basis.

Single-day vacation requests must be submitted to the department manager and approved at least two working days in 
advance of the desired vacation day. Same-day vacation requests will not be honored.

Employees are allowed to use their vacation in either full-shift or half-shift increments only.

To receive earned vacation pay in advance, approved time sheets covering the vacation period must be submitted to 
Accounting at least two weeks before employees take their vacation. Employees will then be paid the day before they 
start their vacation. The paycheck covering the last workweek before the vacation period will be paid on the first Friday 
following employees' return to work. Vacation pay will not be advanced to cover vacation days in the second pay period 
of a split-week vacation.

In the event a company holiday falls within a vacation period, the holiday will not count as a vacation day.

Sample Policy 2

A person is entitled to one full week of vacation after he or she completes one year of full-time service. A person is 
entitled to two full weeks of paid vacation after two years of service, three weeks of vacation after five years of service, 
and four weeks of vacation after fifteen years of service.

A person who has been with the company as a full-time employee for less than one year is entitled to one day's paid 
vacation for each ten weeks of regular employment prior to May 1. After a person is eligible to receive at least a full 
week's paid vacation, he or she becomes eligible for the normal increase in the amount of vacation he or she receives as 
outlined in the paragraph above.

If an employee quits voluntarily without giving the company at least one week's notice, he or she is not entitled to any 
paid vacation. If a person is discharged by the company, he or she is entitled to payment of any accrued vacation time.

A maximum of up to one full year's accrued vacation time may be carried over
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from one year to the next. This permits each person to hold some contingency vacation to allow for possible time off due to sickness or slow 
work when time off might be assigned or for other personal reasons.

Vacations do not have to be taken during any specific time of the year, but all vacations must first be cleared through the individual's department 
supervisor. The supervisor is responsible for assuring that overlapping of vacations within the department does not occur if this might in any way 
interfere with that department's ability to perform its required assignments during any period.

Sample Policy 3

All vacation pay is at the employee's regular straight-time rate. A day's vacation is eight hours, and a week's vacation is forty hours.

Only regular employees may actually take a vacation, though time spent as as a full-time probationary employee counts toward eligibility for 
vacation.

Vacations are earned in one year and taken in the next year, except for: (a) a new employee; (b) an employee who passes a service anniversary 
year (5, 10, 20, or 25) and becomes eligible for an additional week; (c) an employee who, not more than once every five years, defers all or part 
of his vacation to the next year.

Vacation pay (in weekly increments only) will be given prior to the vacation itself if the employee requests it at least ten calendar days before the 
vacation is to begin.

Vacation Entitlement.

Service requirement in year of hire Days of Vacation

Hired between January 1 and May 15

1 day for each month's service between January 1 and May 31.

Hired after May 15 No vacation entitlement.

In year after hire

1 day for each month's service between June 1 of year of hire and May 31 of year after hire. 
Maximum of 10 days, minimum of 5 days.

2-6 years of service 10 days

7-14 years of service 15 days

15-23 years of service 20 days

24 years of service and over 25 days
 

Choice of Vacation Period. You will be granted vacation at the time you desire as far as is practical; however, length of service, number of 
employees off duty at one time, and workload will be taken into account in scheduling vacations, and the company shall make the final 
determination of vacation schedules.

Vacations are not cumulative. Any vacation must be taken during the calendar year in which you are entitled to take it. However, at intervals of 
not less than five years, you may, upon written request and with the approval of management, forgo a portion of or all vacation in one calendar 
year and carry it over to the next year.
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If you are hospitalized during vacation, your status may be changed from "vacation" to "sick leave" if you have any sick 
leave to draw upon. If you have no sick leave entitlement, you can elect to remain on vacation status until your vacation 
entitlement is exhausted, or you can be placed on "off duty without pay" status.

For entitlement purposes at the beginning of employment, parts of a month worked are either counted as a full month or 
not counted at all. The fifteenth of the month, regardless of the particular month, is the midpoint. Thus, if hired on or 
before the fifteenth of the month, you will have the month counted; if hired on the sixteenth or later, you will not have 
month counted.

Sample Policy 4

(Name of company) believes that each regular full-time employee should have a time of rest and relaxation each year. 
Vacation with pay is one of the ways we show our appreciation for your length of service and good work.

Regular full-time employees will accrue vacation in accordance with the following schedule:

Length of service Paid vacation

After one year One week (five 8-hour days)

After two years Two weeks (ten 8-hour days)

After five years Three weeks (fifteen 8-hour days)

After ten years Four weeks (twenty 8-hour days)
 

Insofar as possible, your supervisor will honor your request for preferred vacation dates. Should there be more than one 
request in a department for the same period of vacation time, employee seniority will take precedence. Except in the 
case of personal emergency, we ask that you not request vacation time to be taken in January and February, as these are 
the busiest months of the year.

Once vacation is earned, you must take at least one week of vacation as time away from work, although you may split 
this vacation week into days if you wish with your supervisor's approval. However, after you have been employed for at 
least two years and have earned at least two weeks of paid vacation, you may opt to receive pay in lieu of time off for a 
maximum of one week of vacation. In addition, providing at least one week of vacation has been taken as time off, you 
may carry remaining vacation days forward to be used in subsequent year(s).

Employees who resign and give at least two weeks' notice will be paid for all accumulated, unused vacation days, 
providing they leave the company in good standing.

Sample Policy 5

Regular full-time employees will accrue vacation in accordance with the following schedule:
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Length of service Paid vacation

Upon first day of month following date of hire through one year of continuous, full-
time employment

3.33 hours per month (1 week per year)

After one year and through ten years of continuous, full-time employment

6.66 hours per month (2 weeks per year)

After ten years or more of continuous, full-time employment

10.00 hours per month (3 weeks per year)

 

You may accumulate and carry over a maximum of fifteen days of vacation. The accumulation period will be based on the company's 
fiscal year from July 1 to June 30. At June 30 of any given year, no more than fifteen days of vacation can be carried over to the next 
fiscal year.

Vacation time off will be scheduled on consecutive days and will be paid at your applicable straight-time rate or salary earned. However, 
vacations may be split if arrangements are approved in advance by your supervisor.

Insofar as possible, your supervisor will honor your request for preferred vacation dates. Should there be more than one request in a 
department for the same period of vacation time, employee seniority will take precedence. Department heads will report all vacation 
requests to the human resources office.

Sample Policy 6

If you are like most of us, you look forward to a time of rest and relaxation each year. Vacation with pay is one of the ways we show our 
appreciation to you for your length of service and good work. Management encourages all employees to take their accrued vacation time.

At (name of company), vacation time is accrued, and taken, on a calendar year basis. Calendar year is defined as the year beginning each 
January 1 and ending the following December 31. Vacation time accrued during one calendar year is to be taken during the next calendar 
year.

The number of vacation days you will accrue during your first calendar year of employment will be computed by multiplying the number 
of working days left in the year at the time you are hired by a factor of .0385. The result is the number of vacation days you may take 
during the next calendar year. Fractions of days are rounded to the nearest half day.

The number of working days used in this computation is determined by counting the number of full weeks left in the year at the time you 
start work here, and multiplying this by 5. Holidays and partial weeks are disregarded in this count. The factor of .0385 has been arrived 
at by dividing the number of workdays in a full work year (260). The result, .0385, is the number of vacation days an employee earns for 
each day of a full work year.
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The following examples will help you understand the computation:

Example 1: The date of hire is April 1

This would be rounded to 7.5 for the number of vacation days for the next year.

Example 2: The date of hire is August 3

This would be rounded to 4 for the number of vacation days for the next year.

During your second calendar year of employment, and for each year thereafter until you have been employed for five 
continuous years, you will accrue two weeks paid vacation per year.

After you have been employed at our company for five years, you will receive, in addition to the two weeks vacation 
each year, an additional day of vacation for each year of employment that is in excess of five. The maximum number of 
additional days you will receive in this manner is ten, for a total of twenty days vacation per year after you have been 
employed fifteen years.

If your employment is terminated for any reason, either voluntarily or involuntarily, you will be paid for those vacation 
days that you accrued the previous calendar year but that you have not taken. You will not be paid for any vacation days 
you have accrued in the current calendar year.

Our customers employ all of us. Therefore, we must be guided by customer demands when we schedule vacations. 
Vacations must be scheduled in such a way that we can maintain sufficient manpower to serve our customers' needs.

You should make certain to schedule your vacation with your supervisor at least two weeks in advance of your 
requested vacation date. In the event of conflicting vacation requests within a department, the employee with the greater 
seniority will get first choice.

The normal vacation period is from May 1 through September 30. This does not mean that all vacations must be taken 
during this period. Vacations shall be in
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consecutive days. Split vacations will be permitted only for earned vacation days beyond the two weeks' ''normal vacation," or with written 
approval by the president of the institution.

Sample Policy 7

Every regular full-time employee shall be entitled to a vacation, using the following guidelines:

1.
Each regular full-time employee on the active payroll shall be eligible for paid vacation in accordance with the following schedule 
after serving one full year of continuous work as a full-time employee:

Length of service Paid vacation

After 1 year of continuous employment 1 week

After 3 years of continuous employment 2 weeks

After 12 years of continuous employment 3 weeks

2. During the first year of employment, you will earn vacation time on a prorated basis, commencing with the third month of full-
time active service.

3. Production employees will have one week of vacation during the week of July 4, when the plant shuts down. Employees will be 
paid for their earned vacation hours during this period at their regular rate for their number of hours of earned vacation, up to one 
week.

4. Employees are required to schedule their vacations for their additional week or two weeks with their supervisor at least two weeks 
in advance.

5. Following your first year of employment, your date of hire (bonus date) will be used for the purpose of computing your vacation 
entitlement.

6. Vacation time will not be allowed to be carried forward from one year the next.

7. Resigning employees who give at least a one-week notice will be entitled to pay for any credited and unused vacation.
 

Sample Policy 8

Vacation eligibility is determined as of July 1 each year. All regular full-time employees earn vacation with pay after six months of 
employment.
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Vacation is accrued as follows:

Amount of service prior to July 1
Amount of days vacation eligible

Less than 6 months

0

6 months but less than 1 years

5

1 year

10

5 years

15

15 years

20

25 years

25
 

Vacation time must be taken within the calendar year. Vacation not taken by December 31 will be forfeited.

Receiving pay in lieu of taking vacation time off is not permitted.

The amount of vacation an employee is entitled to may be affected by time off the job. If an employee is off the job for sixty days or more, the 
amount of vacation time and pay he or she is eligible for will be reduced pro rata the following year.

Normally, employees should schedule their vacation time between July 1 and December 31 of each year. With prior approval of the immediate 
supervisor and department head concerned, however, an employee may elect to schedule all or part of his or her vacation prior to July 1, even 
though, in effect, the vacation is not earned until July 1.

Not less than one-half day of time off the job may be designated as vacation time.

Any employee who is dismissed for misconduct will not receive any accumulated vacation benefits.

Employees who leave the company voluntarily (resign) and give two weeks' notice will be paid for any accumulated vacation time due them. 
Employees who leave without giving two weeks' notice will not be paid for accumulated vacation.

Paid Holidays

Sample Policy 1

(Number of holidays) holiday days will be observed during the year as days off with pay:

(List holidays.)

If any of these holidays fall on Sunday, the following Monday will be observed; if any of these holidays fall on Saturday, the preceding Friday will 
be observed.

If you are a regular full-time hourly employee, you will be paid for eight hours at your regular basic rate for each holiday, provided you worked 
your scheduled shift immediately preceding and your scheduled shift immediately following the holiday. Regular part-time employees will be paid 
for the hours they would have worked had the day not been a holiday. Temporary employees are not eligible for holiday pay benefits unless they 
work on a company-observed holiday.

Holiday time off is considered as time worked in the computation of overtime.
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If you are required to work on an observed company holiday, you will receive your holiday pay plus double your hourly 
rate for all hours worked on that holiday.

Should a holiday occur during your vacation period, an additional day of vacation will be allowed.

Sample Policy 2

These paid holidays are granted to all regular full-time employees each year after thirty working days of employment:

(List holidays.)

An employee will receive holiday pay provided he or she works the full day before and after the holiday. When a 
holiday occurs during a regularly scheduled vacation, the vacation will be extended an additional day, and the employee 
will receive the holiday pay.

Employees paid on a salary basis will receive their regular salary for any week in which there is a recognized holiday.

Sample Policy 3

At (name of company), we have seven holidays that will be considered paid holidays as follows:

New Year's Day
Thanksgiving Day

Good Friday Day after Thanksgiving

Memorial Day Christmas Day

Labor Day
 

If one of these holidays falls on a nonworking day, a day off before or after the holiday will be granted at management's 
discretion.

To be eligible for holiday pay, employees must have been continuously employed at least sixty calendar days before the 
holiday, and hourly employees must have worked in full their last scheduled work day before and the first scheduled 
work day after the holiday, unless their absence on either of such days has been excused by the Director of personnel.

Holiday pay for salaried and hourly employees will amount to eight hours your regular straight-time rate. If you should 
have to work a holiday, you will receive your regular rate in addition to your holiday pay.

Sample Policy 4

We have six paid holidays that we observe, as follows:

New Year's Day
Labor Day

Memorial Day
Thanksgiving Day

Independence Day Christmas Day
 

Employees who have completed thirty days of full-time, continuous employment prior to the holiday will be eligible for 
holiday pay. For all hours worked on a holiday,
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an employee will be paid time and one-half the regular rate of pay, or compensatory time off will be given.

If a holiday falls on a Saturday or Sunday, a compensating day off on the preceding Friday or following Monday will be 
observed, or at the convenience of the company and the employee.

Should a holiday fall during an employee's vacation period, an additional day of vacation will be given at management's 
discretion.

Sample Policy 5

The following days shall be recognized as holidays for regular and probationary employees:

New Year's Day
Labor Day

President's Day (3rd Monday in February) Thanksgiving Day

Good Friday Day after Thanksgiving

Memorial Day (last Monday in May) Christmas Eve

Independence Day Christmas Day
 

When any holiday (except Christmas Eve) falls on Sunday, the following Monday shall be observed. When any holiday falls 
on Saturday, the preceding Friday will be observed. Employees whose regular schedule includes Saturday and/or Sunday shall 
observe all holidays, regardless of the day of the week, on the actual calendar day on which the holiday falls.

Christmas Eve shall be observed on the day on which it falls, with the following exceptions: When it falls on Friday, it shall 
be observed on the preceding Thursday; when it falls on a Saturday or Sunday, it shall be observed on the preceding Friday; 
and when it falls on a Wednesday, it shall be observed on Friday, December 26.

Holiday pay is eight hours of regular straight-time pay, regardless of the employee's regularly scheduled number of hours in a 
workday. If a nonexempt employee works on a holiday, he will be paid, in addition to holiday pay, pay for hours worked at 
the applicable rate.

Sample Policy 6

Our company recognizes certain days of religious and historic importance as holidays and pays employees for time off on 
these days in accordance with its special eligibility rules. There are twelve regular, paid holidays each year.

Each regular full-time employee on active payroll is entitled to the following paid holidays:

New Year's Day
Friday after Thanksgiving

Good Friday Day before Christmas

Memorial Day Christmas Day

Independence Day Employee's Personal Day

Labor Day Floating Holiday (2)

Thanksgiving Day
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For hourly employees, holiday pay is received only by those employees who work or are paid for the full day before and 
full day after a given holiday(s).

If a holiday falls on Saturday, the company may designate Friday to accommodate the paid work day off. Falling on a 
Sunday, the holiday may be designated as Monday. Whenever one of these conditions occur, you will be notified in 
advance to allow for proper planning.

Nonexempt employees working a scheduled designated holiday will be paid for the holidayregular eight-hour rateplus 
time and one-half for those actual hours worked. Exempt employees will be allowed a different day off with pay.

Temporary and part-time employees are not eligible for holiday pay. Each year the management committee designates 
what specific days will be taken as "floating holidays."

Group Health Insurance

Sample Policy 1

(Name of company) is pleased to provide regular full-time employees with one of the most comprehensive group 
insurance programs available today. Our program includes group life, accidental death and dismemberment, health, 
dental, and long-term disability insurance.

The company pays a significant portion of your group insurance coverage, with your portion being deducted from your 
paycheck on your written authorization.

Special brochures outlining the insurance plans will be made available to you. Your supervisor will discuss our group 
insurance program with you during your orientation program and will be available to assist you with enrollment 
material and determine your costs for your selected coverages.

You will be eligible to participate in the group insurance plans following a full calendar month of continuous 
employment.

Options for continued health insurance coverage under the COBRA Act are available for up to eighteen months in the 
event of your resignation, reduction of hours layoff, or termination (except where termination results from gross 
misconduct) and for up to thirty-six months for your spouse and/or dependent children in the event of your death, 
divorce, or separation. If coverage is provided under Medicare or a covered child ceases to be a dependent as defined in 
the plan, coverage under the plan ends. Should you or any covered dependent be disabled at the time of your 
termination (or reduction in hours), coverage would be extended to twenty-nine months rather than eighteen months. 
Also, if you or any covered dependent has a preexisting condition that would not be covered by a future plan, 
continuation coverage will still be available for the eighteen- or thirty-six-month period as explained earlier, even 
though coverage under the new plan already exists. The cost of coverage would be the responsibility of the employee/
spouse or dependent child. You will be notified of your rights for continued health coverage in the event you leave the 
company. You must notify us if an event occurs which would enable your spouse and/or dependent children to exercise 
their COBRA rights.

We will provide you with specific details of your rights under COBRA in a separate letter.
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Sample Policy 2

All full-time regular and part-time regular employees and their eligible dependents are covered by our company's group 
hospitalization insurance program. Coverage for eligible employees is effective on the first day of employment. Under 
our plan, semiprivate hospital accommodations are covered in full for 120 days.

Coverage includes, among other things, reasonable and customary charges for room and board; services, supplies, and 
equipment related to X-ray, laboratory, and pathological examinations; drugs and medicines for use in the hospital; and 
any additional medical services and supplies customarily provided by the hospital.

The cost to provide this benefit for you and your eligible dependents is currently paid completely by the company.

Hospitalization insurance coverage terminates on the date of your termination from the company's employ. (Please 
review company policy, set forth in this handbook, regarding continuing hospitalization benefits after termination of 
employment.)

For further details regarding hospitalization coverage, consult our insurance booklet, "Your Hospitalization Benefits," 
or contact the Human Resources Department.

Sample Policy 3

After six months of continuous, full-time employment, you will be eligible for coverage under our group health 
insurance and life insurance plans. The company pays for 50 percent of the cost of employee coverage, as well as 50 
percent of the cost of dependent coverage; you may arrange to pay for the balance of individual or dependent coverage 
through a payroll deduction. Please see the Office Manager to enroll in the group insurance plans and to obtain 
additional information about your insurance benefits.

Sample Policy 4

Group health insurance for regular full-time employees goes into effect the first day of the policy month after the 
employees have been with the company for thirty consecutive calendar days since their last date of hire. The company 
pays the entire cost for health coverage for all full-time employees. Dependent coverage is available, with the employee 
paying the entire added cost. Employees desiring dependent coverage should contact the personnel office so that the 
necessary application forms and payroll deduction authorizations can be completed.

Under certain circumstances, continued health insurance may be available to terminated or laid-off employees, 
employees whose hours are reduced below plan minimums, spouses and dependents of former employees, former 
spouses of employees, spouses of former employees who are eligible for Medicare, and dependent children who 
otherwise become ineligible for coverage under our group medical plan. In each case, the affected employee is 
responsible for the entire cost of this insurance, plus a 2 percent administration fee. This coverage is not available to 
those who are discharged for gross misconduct, such as dishonest, disorderly, or disruptive acts. Additional details on 
the coverage available and required application materials are available from the personnel office.
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Sample Policy 5

All full-time regular and part-time regular employees and their eligible dependents are eligible to participate in our 
group basic surgical and major medical insurance program. Coverage for eligible employees is effective on the first day 
of employment.

After a deductible of $150 per individual ($400 per family) per calendar year is satisfied, our plan pays 80 percent of 
reasonable and customary charges for the first $3,000 of covered expenses incurred for medical care and treatment, 
including surgery and prescriptions, and 100 percent of reasonable and customary charges for the balance of covered 
expenses incurred in that calendar year. Expenses incurred in a calendar year for, or in connection with, mental illness 
on an out-patient basis (e.g., visits to a psychiatrist) are reimbursed at the rate of 50 percent of actual expenses incurred 
to a maximum of $50 per visit.

The annual benefit maximum payable under our major medical plan for out-patient mental illness coverage is $1,500 
per person. The lifetime benefit maximum payable under our major medical plan for all covered serviceswith the 
exception of outpatient mental illness benefitsis unlimited. The cost to provide basic surgical and major medical benefits 
for you and your eligible dependents is currently paid completely by the company.

Benefits under this plan terminate on the date your employment with the company terminates. (Please review company 
policy, set forth in this handbook, regarding continuing group health insurance benefits after termination of 
employment.)

For further details regarding basic surgical and major medical benefit coverage, see your insurance booklet or contact 
the Human Resources Department.

Sample Policy 6

Short-term disability insurance. Our company provides employees with short-term disability insurance benefits, in 
accordance with applicable state laws. These benefits are funded by both employee and company contributions. 
Required employee contributions are automatically withheld from employees' paychecks.

Under this program, benefits are payable for non-work-related injuries or illnesses. They normally begin after seven 
days of disability and generally are payable for up to a maximum of twenty-six weeks. Payments to which you may be 
entitled through our salary continuation plan are reduced by any short-term disability benefits received. The amount of 
benefits payable under our short-term disability plan varies according to state law.

Please consult with our Human Resources Department for further details regarding short-term disability insurance 
benefits.

Long-term disability insurance. Our company provides all full-time regular employees with long-term disability (LTD) 
insurance benefits. Coverage for eligible employees is effective on the first day of employment.

Under this program, employees who are disabled for more than 180 days because of injury or sickness (in accordance 
with the definition of "disability" specified in our insurance booklet regarding LTD and master insurance contract) are 
eligible to receive a benefit equivalent to 60 percent of their basic monthly earnings to a maximum benefit of $4,000 per 
month (less other income benefits). Benefits continue
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for as long as your qualifying disability continues in accordance with the maximum benefit periods specified in our master insurance 
contract.

The cost to provide LTD benefits is currently paid completely by the company. Coverage under this plan normally terminates on the 
date your employment with the company terminates. If, however, you are receiving LTD benefits at the time of your termination, 
these benefits continue for as long as your qualifying disability continues, as previously noted.

For further details regarding LTD coverage, see your insurance booklet or contact the Human Resources Department.

Sample Policy 7

You are eligible for the medical plan if you are a full-time regular employee. If you wish, your dependents may also be covered. Your 
eligible dependents are your spouse and your unmarried dependent children until the end of the calendar month in which they reach 
age 23. "Children" includes legally adopted children, foster children, and stepchildren who live in your home.

Coverage for a physically handicapped or mentally retarded child incapable of self-support may be continued indefinitely if the child 
was enrolled for this coverage and the handicap or retardation existed before his or her twenty-third birthday. To maintain this 
coverage for your child after age 23, you must submit satisfactory evidence of the child's incapacity through your personnel 
department to the claims paying agent for the Plan. Proof must be submitted no later than thirty-one days after the end of the month in 
which the child reaches age 23.

An individual who is eligible for the plan as an employee cannot also be covered as a dependent.

Cost. The company pays the full cost of these medical plan benefits for you. You contribute only $3 a month for your dependents' 
medical plan coverage, no matter how many dependents are enrolled. In addition, any dependents who are enrolled for medical plan 
coverage will be entitled to receive benefits under the dental plan as well.

How to enroll. To join the plan, you will be asked to complete an enrollment form on which you:

*
name your dependents; and

* authorize the company to deduct your contributions, if any, from your pay.
 

If you do not enroll yourself or your dependents on the date you are hired, you may enroll for benefits at a later date.

If you want to make any changes in the type of coverage you have, for example, to add a newborn child or a new spouse, you should 
notify the personnel department within thirty days from the effective date of change in status.

Sample Policy 8

The Group Insurance Program for all employees will be specified in detail in the applicable policies on life insurance, AD&D 
insurance, accident insurance, and long-term
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disability insurance. These insurances and coverages are subject to the terms, conditions, and limitations of the selected 
insurance carriers, and the original application and master contract. They are summarized as follows:

Basic LifeAmount equal to annual base wage on November 1 each year, rounded to the next even $5,000 (e.g., 25,000, 
30,000, 35,000). This is effective on the first of the of month following end of probationary period. Subject to reduction 
at age 65, which complies with the ADEA guidelines. Policy with carrier will include a disability waiver of premium 
benefit. Coverage terminates one month after the end of month of layoff, personal leave of absence, or termination. 100 
percent paid by the company.

Basic AD&DAmount equal to basic life effective first of the month following end of probationary period. Subject to 
reduction at age 65. Coverage terminates at end of month of layoff, personal leave of absence, or termination. 100 
percent paid by the company.

Voluntary Term LifeAmount available in $10,000 or $25,000 increments (according to the carrier requirements) up to 
$250,000, effective the first of the month following end of probationary period. Insurance carrier may require insurance 
to be contingent upon completion of underwriting information (e.g., medical questions) to the satisfaction of the 
insurance carrier. Policy effective upon acceptance by carrier. Spouse coverage available up to $100,000, child coverage 
up to $2,000. Policy with carrier will include a disability waiver of premium benefit. Coverage terminates at end of 
month of layoff, personal leave of absence, or termination. Employees on medical leave may pay for and retain 
voluntary term life coverage. 100 percent paid by employee.

Voluntary AD&DAmount available equal to $100,000/$150,000/$250,000 for employee, effective the first of the month 
following end of probationary period. Spouse eligible for 40 percent and child 10 percent of employee amount. Spouse 
without child eligible for 50 percent, child without spouse 15 percent of employee amount. Coverage terminates at end 
of month of layoff, personal leave of absence, or termination. Employees on medical leave may pay for and retain 
voluntary AD&D coverage. 100 percent paid by employee.

Short-Term Disability BenefitsAvailable to the employee only. Eligibility begins the first of the month following 
completion of employee's probationary period. Limited to 66 percent of regular weekly base wages or monthly base 
salary for forty hours up to a maximum monthly benefit of $3,000. Maximum benefit period will be twenty-six weeks. 
Eligible, covered employees will pay a contributory premium of one-half of 1 percent of the regular weekly wages for 
forty hours. Benefits begin on the eighth day of disability (or on the first day of hospitalization or surgical procedure, if 
earlier).

Long-Term Disability BenefitsAvailable to the employee only. Eligibility begins the first of the month following 
completion of employee's probationary period. Limited to 66 percent of regular monthly base wages or salary for forty 
hours to a maximum monthly benefit of $3,000. Maximum period of benefits will continue up to 65 years of age. The 
180 days of disability is defined in the Insurance Contract. Eligible covered employees will pay a contributory premium 
of one-half of 1 percent of the individual's regular weekly wages for forty hours.
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The details of the Health Care Plan for all employees are specified in the official Plan Document (herein called the Plan) 
and is incorporated by reference to this labor agreement. The Health Care Plan certifies that any employee or dependent 
who meets the eligibility requirements is eligible for coverage under provisions of the Plan Document covering benefits 
relative to medical; nervous and mental; alcohol and substance abuse; dental; vision; short-term disability; and Wellness 
Program.

Administration of New Group Health Insurance ProgramThe company shall arrange for administration of the new 
health care insurance program through the preferred provider organization and an employee assistance program. 
Eligibility for coverages of the health care benefits are described in the Plan Document. The benefits of the group health 
and group life insurance programs will be applicable only to the eligible employees and their dependents as described in 
the Certificate of Coverage issued by the insurance companies and the Plan Sponsor.

Contributory Employee PremiumsEffective the first pay period of the insurance plan year, eligible covered employees 
with dependents will pay contributory premium of 1 percent of their regular weekly straight-time wages or monthly 
base salary. Eligible single covered employees will pay a contributory premium of one-half of 1 percent of their regular 
weekly straight-time wages or monthly base salary.

Group Life Insurance

Sample Policy 1

The company offers a contributory life insurance plan for each employee. For details of your life insurance coverage, 
please see the information provided you upon enrollment. Should you desire to change beneficiaries, please notify the 
Payroll Department.

Sample Policy 2

Every regular full-time employee is given a life insurance policy, the entire cost of which is paid for by the company. 
This policy goes into effect the first day of the policy month after the employee has been with the company for thirty 
consecutive calendar days since the date of hire.

Life insurance coverage is available to employees' dependents, provided the dependents are also covered by the 
company's group health insurance coverage. The entire cost of this dependent life insurance coverage is paid for by the 
employee.

The life insurance policy carries conversion privileges should an employee become separated from the company for any 
reason other than gross misconduct. At the time of separation, an employee may request the necessary forms to 
complete this transaction. Converting the insurance will be the employee's responsibility.

Sample Policy 3

The company makes available to all regular full-time employees life insurance for you and group medical insurance 
protection for you and your family. You will be
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eligible to participate from the first of the month following sixty days after the end of the month in which you were 
hired. The company shares in the cost of this coverage, and your portion of the required premium may be deducted from 
your paycheck upon your written authorization. Details of these benefits, including deductibles, coinsurance, and 
conversion privileges in the event you terminate employment, are available from Personnel when you become eligible.

Sample Policy 4

All full-time regular employees are eligible to participate in ABC's life insurance program. Coverage under this 
program is available for employees only; dependent coverage is not available. Coverage for eligible employees is 
effective on the first day of employment.

Under this program, you are covered by a life insurance benefit at twice your annual base salary. Additional coverage 
for the same amount is provided in the event of accidental death or dismemberment. The cost to provide this benefit is 
currently paid completely by the Company. Life insurance benefits terminate on the date your employment with the 
company terminates.

For further details regarding life insurance benefits, see your group insurance booklet or contact the Human Resources 
Department.

Sample Policy 5

Your life insurance plan is designed to provide valuable financial protection for you and your family and is provided 
through a contract with an insurance company. You are automatically covered for Basic Life Insurance at no cost to you 
and can purchase an additional amount of Basic Contributory Life Insurance determined by your annual salary.

The Basic Plan also automatically provides Accidental Death and Dismemberment (AD&D) Insurance. This coverage 
pays benefits in addition to your Basic Life Insurance if your death is accidental or if you suffer loss of sight or limb. If 
enrolled in the Basic Contributory Life/AD&D program, you may also elect further coverage under the Supplemental 
Life Only program. The company reserves the right to modify or cancel features of the life insurance plan from time to 
time, whether applicable to employees or retirees.

Insurance amounts. The company provides Basic Life and AD&D insurance equal to your annual salary, rounded to the 
nearest higher thousand dollars to $10,000, whichever is greater, at no cost to you. You may elect to purchase, through 
payroll deductions, additional Basic Life and AD&D insurance. The total Basic Life and AD&D coverage, both 
noncontributory and contributory, will equal twice your annual salary rounded to the next higher thousand dollars. If 
you participate in the Basic Contributory Insurance, you may enroll in the Supplemental Life Only program for an 
additional one times your annual salary rounded to the next higher thousand dollars.
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Annual salary Basic Life & 
AD&D (paid by 

company)

Basic Contributory Life 
& AD&D (paid by 

employee)

Supplemental Life Only 
(paid by employee)

Total coverage

$ 8,235 $10,000 $ 7,000 $ 9,000 $26,000

10,000 7,000  17,000

14,950 15,000 15,000 15,000 45,000

15,000 15,000 30,000

25,000 25,000 25,000 25,000 75,000

25,000 25,000  50,000

27,352 28,000 27,000 28,000 83,000

28,000 27,000  55,000
 

If your salary increases make you eligible for more life insurance, the increased amount will be effective on the date 
your salary changes, if you are actively at work on that day. Otherwise, your coverage will change on the day you return 
to active work. This increase in coverage is applicable to your Basic Noncontributory Life/AD&D as well as your Basic 
Contributory Life/AD&D and your Supplemental Life Only coverage.

Cost. The cost of your Noncontributory Life and AD&D insurance is paid in full by the company. If you elect Basic 
Contributory Life/AD&D insurance, you pay, through payroll deductions, a rate for each $1,000 of additional insurance. 
If you are enrolled in the Basic Contributory plan, you may elect Supplemental Life Only coverage for an additional 
cost based on your age. Rates are based on the actual claims experienced under the plan(s); therefore, your contribution 
toward coverage may change in the future. If a change is to be made, notice of the contribution required thereafter will 
be given to all enrolled participants. You may obtain the current rates for the Basic Contributory Life/AD&D and 
Supplemental Life Only coverage from your local Personnel Department.

Dental Insurance

Sample Policy 1

All full-time regular and part-time regular employees and their eligible dependents are eligible to participate in our 
group dental insurance program. Coverage for eligible employees is effective on the first day of employment.

After a deductible of $100 per individual ($300 per family) per calendar year is satisfied, our plan pays 80 percent of 
reasonable and customary charges for covered diagnostic and preventive services, including oral examinations, x-rays, 
cleaning and scaling of teeth, and fillings, and 50 percent of reasonable and customary charges for covered major dental 
services, such as root canal therapy, crowns, bridges, and orthodontics.

The maximum annual benefit payable under our dental plan is $1,200 per person.
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The cost to provide dental benefits for you and your eligible dependents is currently paid completely by the company.

Benefits under this plan terminate on the date your employment with the company terminates. (Please review our policy, 
set forth in this handbook, regarding continuing group health insurance benefits after termination of employment.)

For further details regarding dental coverage, see your insurance booklet or contact the Human Resources Department.

Sample Policy 2

Your dental plan is designed to encourage prevention of serious dental problems by helping you pay the cost of routine 
diagnostic and preventive care, as well as to help pay the expense of major dental repairs or replacement of teeth when 
needed. Moreover, you and your eligible dependents are covered by this valuable plan for the same low cost described 
under the medical plan.

Eligibility. You are eligible for this dental plan if you are a full-time regular employee. Your eligible dependents are also 
entitled to receive benefits under the dental plan, provided they are enrolled for coverage under the medical plan as well. 
Eligible dependents are your spouse and your unmarried dependent children until the end of the calendar year in which 
they reach age 23. ''Children" includes legally adopted children and stepchildren who live in your home.

Coverage for a physically handicapped or mentally retarded child, incapable of self-support, may be continued 
indefinitely if the child was enrolled for this coverage and the handicap or retardation existed before his or her twenty-
third birthday. To maintain this coverage for your child after age 23, you must submit satisfactory evidence of the child's 
incapacity through your personnel department to the claims paying agent for the plan. Proof must be submitted no later 
than thirty-one days after the end of the month in which the child reaches age 23.

An individual who is eligible for this plan as an employee of the company cannot also be covered as a dependent.

Cost. The company pays the full cost of the dental plan for you. Any dependents who are enrolled for coverage under the 
medical plan are entitled to coverage under this plan. However, the company reserves the right to alter these as well as 
the other arrangements of the dental plan.

How to enroll. If you are eligible, all you need to do is complete the enrollment card given to you by the Personnel 
Department.

When coverage begins. Coverage begins the first day of the month following or coincident with employment. If you are 
eligible for coverage and at work on the date coverage is effective, it begins immediately. If you are eligible but absent 
on the effective date, coverage begins on the first day you return to active employment.

Each dependent will be covered beginning with the latter of these dates:

*
The day on which your coverage begins, or

* The date that person becomes a dependent as defined
 

How the plan works. The dental plan helps pay the reasonable and customary charges of covered services provided in 
three broad categories:
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*
Diagnostic and preventive services

* Other basic services

* Major services while covered and in connection with nonoccupational disease or defect or expenses resulting from 
nonoccupational accident causing injury to teeth

 

"Reasonable and customary" means the fee regularly charged patients for the same or similar procedure based on the prevailing rate in your 
area.

In each calendar year, the dental plan pays:

*
100 percent of the reasonable and customary charges for diagnostic and preventive services

* 80 percent of the reasonable and customary charges for other basic services

* 50 percent of the reasonable and customary charges for major services after you satisfy the deductible
 

Maximum dental benefits. The plan pays for you and each covered dependent a yearly maximum benefit of $1,000, with a total lifetime 
maximum benefit of $10,000 and a separate lifetime maximum orthodontia benefit of $750.

The deductible. No deductible is required for diagnostic, preventive, and other basic services.

A $25 deductible for major services, those covered by the 50 percent coinsurance feature, applies separately to you and each of your covered 
dependents once in each calendar year, with a maximum of three deductibles per family.

Insurance Continuation Provisions

Sample Policy 1

Options for continued health insurance coverage under COBRA are available for up to eighteen months in the event of your resignation, 
reduction of hours, layoff, termination (except where termination results from gross misconduct), or failure to return to work at the expiration 
of FMLA leave; for up to twenty-nine months in the case of total disability; and for up to thirty-six months for your spouse and/or dependent 
children in the event of your death, divorce, or legal separation. Your coverage ceases when coverage is provided under Medicare or when a 
covered child ceases to be a dependent as defined in the plan. The cost of coverage is the responsibility of the employee/spouse or dependent 
child. You will be notified of your rights for continued health coverage in the event you experience a qualifying event. You must notify us if an 
event occurs that would enable your spouse and/or dependent child to exercise their COBRA rights.

You will be provided with the details of your rights under COBRA under a separate letter.

Sample Policy 2

Options for continued health insurance coverage under the COBRA Act are available for you, your spouse, and dependent children for up to 
eighteen months in the
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event of your resignation, reduction of hours, layoff or termination (except where termination results from gross 
misconduct), and for up to thirty-six months for your spouse and/or dependent children in the event of your death, 
divorce, or separation. If coverage is provided under Medicare or a covered child ceases to be a dependent as defined in 
the plan, coverage under the plan ends. The initial eighteen-month continuation period may be extended to a total of 
twenty-nine months if the Social Security Administration determines that a qualified beneficiary was disabled at the 
time of the original termination or reduction in hours.

The full cost of coverage at group rates is the responsibility of the employee, spouse, or dependent child. You will be 
notified of your rights for continued health coverage at the time you become covered by the (name of company) group 
health plans and in the event you leave the company or have a reduction of hours. You must notify us if an event occurs 
that would enable your spouse and/or dependent children to exercise their COBRA rights or of an event that terminates 
COBRA coverage.

We will provide you with the details of your rights under COBRA in separate notification letters.

Profit-Sharing Plans

Sample Policy 1

An excellent Profit-Sharing Plan is available to all full-time employees. You will automatically become eligible for 
profit sharing as of July in any year providing you were employed in the year prior and meet all normal qualifications. 
This plan will amount to tens of thousands of dollars for people who make (name of company) a career. The nice part is 
that it requires your best effort and not a dime out of your paycheck.

Sample Policy 2

(Name of company) prides itself on being able to provide employees with a share of the profits because our employees 
are the ones who make our business profitable.

At the end of each year, the company places a portion of its profits for the year into the profit-sharing fund. These 
profits are then allocated to the accounts of the participating employees in proportion to what they earned during the 
year.

Employees who participate in the company's profit-sharing/retirement plan accrue ownership of the profits in their 
accounts (a process called "vesting") with each year of service to the company. A complete copy of the vesting schedule 
and more information on the plan is available from the President of the Corporation.

The growth of the profit-sharing/retirement plan depends on the efforts of all of the company's employees, including 
you. As you give more effort to accomplishing your work more quickly, more accurately, and with less waste, you make 
possible the growth of all participants' profit-sharing/retirement plan accounts.
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Sample Policy 3

Your paycheck is only a part of your real income at our company. Your profit-sharing/retirement plan gives you a share 
in the profits of our business without your having to invest a single penny. Your profit-sharing plan will give you a 
substantial sum of moneyup to many thousands of dollars if you remain with our company over a period of time. Your 
company contributes a part of its net profit each year, which is credited to eligible employees in proportion to their 
earnings and years of service.

There is nothing mysterious about profit. We receive money for selling our tires and automotive services plus related 
accessories. Most of the money we earn is used to pay wages and salaries to our employees. We also use a lot of money 
we earn for new equipment, maintenance, and many other necessary expenses. What is left is profit. A very large part of 
this profit is paid to our state and federal government in taxes.

The entire cost of your profit-sharing retirement plan is paid for by your company. No employee is required to pay a 
single penny for the privilege of sharing in the company profits.

Sample Policy 4

Each year the company will determine the amount of annual contribution to be made to the fund based on the current or 
accumulated net profits of the company. When you retire, benefits that will be payable to you will be based on the value 
of all contributions made by the company to the plan on your behalf. There are provided in the plan for payments of 
benefits in the event of early retirement, death, or disability. In the event you terminate your employment prior to your 
normal retirement date, providing you have been in the plan for at least five years, a portion of the contribution made to 
the plan on your behalf will be made available to you, the percentage available being based on your length of vesting 
service. Full details of the Profit-Sharing Plan are contained in the Summary Description Plan.

It is important to remember that the amount put into the plan will depend on the company's annual profit, so it is in your 
best interest to do your part to keep expenses down and profits up.

Retirement Plans

Sample Policy 1

The Company is pleased to be able to include within its benefits program a retirement plan that is designed to provide 
income for all covered employees beyond their working years or in the event of death or disability. You will be eligible 
to participate in the plan once you have attained the age of 21 and have completed 1,000 hours of service. The company 
contributes to your retirement benefits. You may also contribute through payroll deductions upon written authorization. 
Full details of the plan will be provided when you become eligible to participate.
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Sample Policy 2

The Company has implemented an Employee Stock Ownership Plan (ESOP) that gives employees a beneficial 
ownership in the firm. We believe that shared ownership through the ESOP will give everyone a reason to take a 
priority interest in our firm. We think the ESOP will make our firm more competitive because each employee knows 
that he or she will benefit as the firm prospers.

All regular, full-time employees will become eligible following one year of continuous service. Once eligible, an 
employee will receive annual contributions in firm stock based on the employee's earnings and length of service.

Employees become fully vested after seven years of continuous employment. Employees are eligible for vested benefits 
at retirement, death, disability, or termination from employment in accordance with the plan document.

Each year, every employee will receive a statement showing the amount of stock in his or her personal ESOP account, 
its current value, and the percentage the employee is entitled to according to the vesting schedule.

Our ESOP provides "preferred" stock, which means that the stock can never decrease in value. The stock can only 
increase in value, which of course depends on you and the growth of our firm.

Being a beneficial owner of the firm gives each of us greater input into our own financial benefits. The efforts of 
everyone working together to make our firm a success will go a long way toward determining each of our own personal 
rewards.

With an ESOP, each of us can share in the pride of ownership. As an owner, you can gain an increased sense of 
satisfaction in knowing that your efforts can bring you benefits beyond what you receive from your regular wages.

The pride of ownership can be reflected in a number of ways. Company performance can be improved by good work 
habits, efficiency, and conservation. As we all learn to work smarter and improve productivity, our ability to compete 
more effectively in our market will also improve. That kind of cooperation to ensure quality work can be a big 
advantage in promoting firm growth and productivity. As owners, we can all benefit from the efforts of each individual 
employee.

401(k) Plans

Sample Policy 1

We have established a 401(k) savings plan that is available to all regular employees who have completed a minimum of 
six months of employment. The purpose of the plan is to encourage eligible employees to save on a pretax basis and to 
build a financial reserve for retirement.

Under the plan, eligible employees may elect to have the company withhold between 1 percent and 15 percent of their 
gross compensation through payroll deductions (to a maximum of $7,000 per year adjusted by the IRS for inflation) and 
contribute that amount to the plan as a savings contribution. Employees may suspend their contributions at any time and 
may also increase or decrease the amount of their contributions as of the first day of any calendar quarter by completing 
a
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401(k) contribution form, available from our Human Resources Department. Withdrawals from the plan are permitted once an employee has 
attained age fifty-nine and one-half or in the event of financial hardship as defined in the plan.

The money contributed by employees is held and invested by the plan's trustees. The value of each employee's account at retirement depends on a 
number of factors, such as how long an employee has been a member of the plan, how much the employee has contributed, and investment gains.

Once you are eligible to participate in the plan, you receive our booklet entitled "401(k) Savings Plan," describing the plan in more detail.

Questions regarding our 401(k) plan should be directed to the Human Resources Department.

Sample Policy 2

From your first day of full-time active employment, you may enroll in the 401(k) retirement and profit-sharing program. This is a type of 
retirement program that allows you to put away a portion of your salary BEFORE TAXES toward your own retirement benefits. The company will 
match participating employee contributions up to $_____ annually per employee. In addition, your company may make additional, discretionary 
contributions to the fund up to a $_____ limit. Highlights of the program are:

1.
It reduces the taxes that you currently pay on your income and defers the taxes until a time when you will probably be in a lower 
income tax bracket.

2. It allows you to build up a retirement fund without paying current income tax on the earnings of your fund until you take the money 
out again at retirement or termination of employment.

3. The automatic payroll deductions make it easy for you to establish a systematic savings program.

4. Since your money will be invested as a part of a large fund, you will have access to better yielding investments and professional 
management of your investments.

 

Sample Policy 3

The company wants to help all employees attain financial security in their retirements by offering a 401(k) Plan. The Plan is presented here in 
summary form; for more details, refer to the official Plan document that is available in the Human Resources Department.

Employees may contribute between ________ percent and ________ percent of eligible compensation on a before-tax basis. Contributions must be 
in whole percentages.

The company may make a discretionary contribution based on the overall profitability the company as a whole. In addition, there are a variety of 
investment options that are available.

Employees pay no current taxes on company or voluntary contributions to their
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account, and any earnings will accumulate tax free. Employees will eventually have to pay taxes on their money when 
they finally withdraw from their account.

Unemployment Insurance

Sample Policy 1

The purpose of unemployment insurance is to provide financial assistance for workers who lose their jobs and remain 
unemployed through no fault of their own. An employee may also be eligible for payments through the company's 
Layoff Allowance Plan, which is described in your protection manual.

Sample Policy 2

Your company pays the entire cost of unemployment insurance. Its purpose is to provide temporary income for workers 
when, through no fault of their own, they have lost their jobs. They must have earned a certain amount in covered 
employment and be willing and able to work in order to receive unemployment benefits.

Sample Policy 3

The entire premium for this employment security insurance is also paid by the company. it provides a weekly income 
for those who may be laid off. The amount of this income varies with the individual and the state in which he or she 
resides because it is based upon average earnings. The compensation is administered by your state government, and 
eligibility requirements and the amount of benefits that you may receive under this program are specified by state law.

Bonuses

Sample Policy 1

At (name of company), we like to be able to share our success with our employees. In years past, we have been able to 
provide Christmas bonuses to our employees, and, while this bonus is not guaranteed, we hope that we will be able to 
continue to reward your dedication and efforts in the future.

Workers' Compensation

Sample Policy 1

The Company pays 100 percent of the premiums on insurance provided by the state Workers' Compensation Act. This 
law was designed to provide you with benefits for
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any injury that you receive arising out of your work with the company. Under the provision of the law, if you are 
injured while at work for the company, this injury must be reported at once to your supervisor, no matter how slight it 
might seem. The supervisor will then see that you receive proper medical services. It is for your benefit and also the 
company's benefit that all injuries be reported.

The company will pay for all time lost prior to the time that workers' compensation benefits take effect. Workers' 
compensation benefits are determined by law and are based on a percentage of your weekly wages.

Sample Policy 2

If you should be injured at work, we provide Workers' Compensation insurance to cover your accident or injury. Any 
on-the-job injury must be reported to your supervisor as soon as it occurs.

If, by a doctor's recommendation, you must miss work because of a work-related injury, notify your supervisor. You 
may be eligible to receive weekly Workers' Compensation payments and medical treatment at no cost to you.

Sample Policy 3

While you are working for (name of company), you are automatically covered by Workers' Compensation Insurance, 
which is paid by the company. This insurance coverage provides benefits to any employee who may be injured as a 
result of employment requirements.

Under the rights and benefits established in the provision of the Workers' Compensation Act: IT IS ESSENTIAL THAT 
YOU REPORT TO YOUR SUPERVISOR PROMPTLY ANY INJURY, NO MATTER HOW MINOR IT MAY 
APPEAR AT THE TIME.

The law mandates for your protection that the (state) Industrial Commission investigates any accident that causes time 
lost from work, and this commission must pass upon all benefits and make settlements that meet the requirements of the 
law.

You need no one to represent you to get what is due you under the law. You do not have to be involved in any expense 
to collect benefits provided for you under the Workers' Compensation Act. Your supervisor, upon request, will provide 
you with a copy of the law so that you may be fully informed of your rights and benefits.

The Safety Rules of our company are designed with the specific purpose of trying to help you avoid injury, suffering, 
and loss of time on the job and to help you avoid having to call on Workers' Compensation Insurance. However, all 
accidents should be reported to your supervisor so that you may be assured of being properly covered in the event of 
emergency.

Sample Policy 4

To provide for payment of your medical expenses and for partial salary continuation in the event of a work-related 
accident or illness, you are covered by workers' compensation
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insurance. The amount of benefits payable and the duration of payment depend upon the nature of your injury or illness. 
In general, however, all medical expenses incurred in connection with an injury or illness are paid in full, and partial 
salary payments are provided beginning with the fourth consecutive day of your absence from work.

If you are injured or become ill on the job, you must immediately report such injury or illness to your supervisor, the 
Human Resources Department, or the Medical Department. This ensures that the company can assist you in obtaining 
appropriate medical treatment. Your failure to follow this procedure may result in the failure to file the appropriate 
workers' compensation report in accordance with the law, which may in turn jeopardize your right to benefits in 
connection with the injury or illness.

Questions regarding workers' compensation insurance should be directed to the Human Resources Department.

Sample Policy 5

In compliance with the Workers' Compensation Act, the company carries insurance that provides benefits to any 
employee who is injured or suffers an occupational disease in the course of and arising out of employment with the 
company. Income is also provided to help defray medical and hospital expenses, or a death benefit may be paid in the 
case of fatality occurring at work. Disabilities are also compensated for in accordance with provisions of the Workers' 
Compensation Act. The cost of this protection is borne entirely by the company.

Sample Policy 6

You are automatically covered by workers' compensation insurance from the day you start to work. The company pays 
the full premium. The policy covers injuries resulting from accidents while on the job. Benefits include reasonable 
medical expenses, weekly benefits after seven days, compensation for total or partial permanent disability, and death 
benefits.

Anyone who engages in any other employment while on leave for a work-related injury will be terminated.

Social Security Benefits and Payments

Sample Policy 1

Under the Federal Social Security Act, an amount is deducted from your pay each payday to cover Social Security 
benefits.

This money and an equal amount paid by the company is turned over to the federal government to establish a fund, 
which in some cases provides for family benefits if you die before age 65, or monthly payments to you upon reaching 
65 (or later, if born after 1937), or upon becoming disabled. Your spouse, upon reaching
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age 65, will usually receive an amount equal to one-half of your benefits. These benefits are in addition to those 
available to you under the company's retirement plan.

Further information concerning the Social Security Act may be obtained from the local Social Security office and from 
your Human Resources Department.

Sample Policy 2

Federal Social Security provides a variety of benefits, including retirement income, death benefits, disability benefits, 
and monthly income payments for certain dependent survivors of covered employees. A percentage of your gross 
earnings is deducted as your contribution for this protection. The company contributes an amount established by federal 
law. Normally, you will be eligible to receive a monthly income from Social Security when you retire or in the event 
that you become totally or permanently disabled.

Sample Policy 3

The payment of Federal Retirement Benefits and Medicare Benefits under the Social Security Act is made by you and 
the company.

Normally, you will be eligible to receive a monthly income from Social Security when you retire at age 62 or older or 
become totally and permanently disabled.

The company matches your contribution to Social Security and Medicare dollar for dollar and thereby pays one-half of 
the cost of your Retirement and Medicare Benefits under Social Security.

Length of Service Awards

Sample Policy 1

The company recognizes years of service by presenting service awards to its employees. You will receive your first 
award after five years of employment. Successive awards are given on the anniversary of each five years of employment 
thereafter.

The service awards are available in several different forms of attractive jewelry and merchandise items. You will be 
given an opportunity to select the type you prefer.

Sample Policy 2

The company proudly recognizes the service our employees give to the company and our community each year. We are 
very proud of our employees, especially those who have been with us for a long time. So you may also convey to your 
friends and neighbors your years of service with the company, we give handsome service awards upon completion of 
five, ten, fifteen, twenty, twenty-five, thirty, and thirty-five years of service.
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Sample Policy 3

The company recognizes the continuous service of its employees with appropriate awards. These awards are presented 
to employees upon completion of ten years of service and then upon successive five-year anniversaries.

For additional details about these benefits and other personnel policies, employees should check with their immediate 
supervisor, who will review the appropriate Personnel Policy/Procedure with those concerned.

Employee Discounts

Sample Policy 1

We are pleased to be able to provide our employees with special prices on parts and tires that we sell. Prices to our 
employees will be set at 10 percent over our cost and applicable only to purchases for car(s) that are directly owned by 
our employees. Labor costs, if necessary for installation, will be determined at the time of sales. These special prices 
cannot be extended to an employee's friends or relatives. Your cooperation in adhering to this policy will ensure the 
continuation of this program for all employees.

Please speak with your manager if you wish to make a purchase. You are required to pay for your tires at the time of 
purchase, as payroll deductions or time payments cannot be authorized.

Sample Policy 2

One of the many benefits of your employment at (name of company) is our Employee Purchase program, which allows 
you to purchase furniture at factory cost. Please see your supervisor if you wish to purchase any of our products. 
Purchases made from our current line are for our employee's personal use only and not for resale. Employee purchases 
cannot be made for anyone outside an employee's immediate family for barter or gifts. We would prefer that all 
purchases be paid for at the time of receipt; however, you may arrange to have the charge deducted from your paycheck, 
provided authorization is noted on the sales ticket.

Employee Loans and Advances

Sample Policy 1

The company strongly believes that each individual should be able to handle his or her own financial affairs. The 
company also recognizes, however, that emergencies do occur when a person may need a loan for a valid purpose. The 
company may, in infrequent instances, lend money to an employee who has a just cause for such a loan. All loans must 
be repaid through payroll deductions not to exceed twenty-six weeks.
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Sample Policy 2

The policy of (name of company) prohibits making personal loans or advances. It disturbs fellow employees to be asked 
to lend another employee money. By asking for a loan from coworkers, the employee puts those coworkers in the 
position of feeling obligated to grant the request because they work side by side with the employee. In most cases, 
coworkers cannot make the loan, and hard feelings develop. Because of this, (name of company) prohibits loan requests 
among employees.

Sample Policy 3

(Name of company) does not advance money to employees between paydays. The only exception is vacation check 
advances, which are prepared for those employees requesting them.

Sample Policy 4

We are not in a position to grant cash advances; however, we understand that emergencies do arise. In an emergency 
situation, $20 company loans will be available. No more than one loan in a ninety-day period will be permitted. You 
will be required to sign for any company loans. For your benefit, we have a Credit Union for greater needs.

Credit Union

Sample Policy 1

One of the many advantages of working at our company is the opportunity to join the Credit Union, which is a means of 
saving and borrowing money at preferred rates. You may sign up for convenient payroll deductions for the amount you 
desire. The Personnel Department will provide you with information on the Credit Union and the necessary forms if you 
wish to join.

Our company provides the opportunity for employees to participate in a credit union at most facilities. Since the credit 
union may vary from site to site, information regarding specific services, hours of operation, etc., is available from your 
local credit union.

Sample Policy 2

Our employees' credit union is an employee organization. All employees are eligible for membership and are 
encouraged to save regularly through payroll deduction. Applications for loans are accepted from member employees 
after they have completed their tryout period. The employees' credit union is here to help you, not make a profit on you. 
The people who help operate the employees' credit union are experienced in financial and credit policies and can give 
you honest and impartial
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advice if you have a question or concern. You are invited to do all your saving and borrowing at your employees' credit 
union.

Sample Policy 3

While the employees' credit union is a nonprofit organization that maintains low interest rates on loans, it also pays 
dividends on the savings of its members. Employees may apply for loans or arrange for savings accounts by calling the 
credit union office. Savings may be withdrawn as desired, although notice is required. Employee loans may be made on 
collateral such as your home or automobile or upon the basis of cosignatures from other company employees. Our 
payroll department will make deductions of stipulated amounts from paychecks and forward the money to your credit 
union.

Employee Food Services

Sample Policy 1

Our company is proud to make available to its employees a convenient cafeteria that provides hot meals at reasonable 
costs. Vending machines are also provided for meal and break periods. Please keep these areas clean so that everyone 
may continue to enjoy them. When you leave the cafeteria, please place your trash in the containers provided.

Sample Policy 2

In our company's effort to assist our employees in promoting wellness in the workplace, our vending machines will not 
contain junk foods or tobacco products. We will carefully monitor all vending machines to be certain they are kept fully 
supplied with fresh food products and a good variety of beverages that will meet the needs of a majority of our 
employees on all shifts.

Sample Policy 3

Our company is pleased to provide hot food cafeteria facilities for employees to use at meal and rest periods, as well as 
before the start of each shift. Beverages, sandwiches, hot meals, and pastries are available at less than cost because our 
company subsidizes this employee benefit service.

Vending machines have also been placed in the cafeteria for your convenience. These machines are intended to provide 
refreshments for employees during scheduled breaks and lunch periods. Please help maintain the cleanliness of our 
cafeteria and vending areas so that all employees can enjoy their meal and rest periods.
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Suggestion Incentive Programs

Sample Policy 1

Your efforts in continuing to make this a good place to work are very important to (name of company). If you have any 
suggestion on how to make your job easier or our company better, we'd like you to share it with us. Suggestions will be 
evaluated by the Management Committee and will be classified A, B, C, or ''no reward."

A$50.00

B$25.00

C$10.00

You are encouraged to submit as many good suggestions as you can come up with. No one knows your job better than 
you, and we want and value your input. Simply write down your suggestion on a piece of paper and mail it to the 
attention of the President. Your Manager will give you the address and/or a postage-paid card for this purpose. It's 
important that you record the date and time of your suggestions and, of course, sign your name. If there are duplicate 
suggestions, the award will be decided on the basis of the earliest postmark.

Employee Counseling

Sample Policy 1

You cannot be happy or do your best work if personal problems are worrying you. The company recognizes that 
professional counseling can help an individual through difficult times of marital and family problems, financial or legal 
problems, stress, drug or alcohol abuse, emotional conflicts, and other personal problems. We therefore have an 
Employee Counseling Service available for all employees, spouses, and dependent children under 19 (25 if a full-time 
student).

The intent of the Employee Counseling Service is to provide employees with an opportunity to obtain help before 
problems affect their home lives, interpersonal relationships, or job performance. The program is entirely confidential. 
Brochures containing additional information on this program are available from the Human Resources Department.

Sample Policy 2

The company recognizes alcoholism and drug dependency as illnesses for which there is effective treatment and 
rehabilitation.

Persons who suspect that they may have an alcoholism or drug dependency problem, even in its early stages, are 
encouraged to seek diagnosis. Follow through with the treatment that may be prescribed by qualified professionals in 
order to arrest the problem as early as possible.
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The company will become concerned and involved only when job performance, attendance, or job responsibilities are 
affected by behavioral/medical problems.

If you feel you have a problem or a potential problem, we will be pleased to talk to you in confidence and offer 
guidance in seeking professional help. Conversely, if we feel you have a problem, we will discuss it with you in private 
because we have your best interests at heart and must ensure a safe and efficient workplace.

Recreation Programs

Sample Policy 1

The team effort that we all give to our company in our everyday work situation is also extended into our recreation time. 
We are proud to sponsor athletic teams and encourage our employees to join in these activities.

Sample Policy 2

Each year, during the summer months, our company sponsors an annual employee picnic. This special employee, 
family, and company gathering is usually held at a popular amusement park where children, as well as grown-ups, can 
have a great time together. Special food, games, and door prizes will be made available to all our employees and 
members of their families.

Sample Policy 3

Our company is pleased to sponsor a variety of sports programs for our employees. These include interdepartmental 
softball, golf, and tennis tournaments each year. Trophies, contributed by our company, are awarded at the end of each 
sports activity season to our winning employees.

Company-sponsored softball and bowling teams include uniforms and equipment. Please contact the personnel office if 
you're interested in participating in one or more of these sports. If you don't participate, turn out at one of our company-
sponsored sports activities, and join the cheering section.

Our company-sponsored sports activities receives financial support from the profits of all vending machines in our 
facility.

Sample Policy 4

Our company provides and maintains recreation facilities and encourages you to participate in our athletic, cultural, and 
social activities. Administration of our social and recreational activities is the responsibility of the Personnel Office and 
the employees' recreation association. Call the Personnel Office for information about all company recreation activities, 
schedules, and facilities. Specific announcements concerning current special events and sports activities are announced 
in the employee newspaper and posted on our bulletin boards.

Our employees' recreation association assists in the administration of our recreational
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programs. All employees are automatically members of this association and are eligible to vote in the association's 
annual election of five board members.

Employee Uniforms

Sample Policy 1

If your position requires you to wear a uniform and if you have three months' length of service, the company will pay 
one-half the rental fee for up to three clean uniforms a week.

Sample Policy 2

We supply and launder seven uniforms for each production employee. This provides three changes of uniforms each 
week. The system works as follows: An employee wears three uniforms during the week. These soiled uniforms are 
then collected and taken for cleaning. (Four uniforms are left.) The next week three more uniforms are used. At that 
time, these are picked up for cleaning, and the cleaned uniforms from the previous week are returned.

Size changes, repairs, and so forth should be written on the repair tags provided by the laundry service.

Sample Policy 3

(Name of company) provides uniforms to those production employees who wish to subscribe. (Name of company) will 
pay 50 percent of the cost of this service. The remainder will be paid by the employee in the form of a payroll 
deduction. This service is optional for all employees, except drivers, who are required to wear uniforms. (Name of 
company) will pay the full cost of the uniform service of those employees who are required to wear them.

Sample Policy 4

After one month of service, you are entitled to uniforms provided by (name of company) to protect your clothing. Nine 
pairs of pants and nine shirts are issued so that uniforms can be cycled through the weekly cleaning service, which we 
provide. If you leave employment, please return the uniforms issued.

Sample Policy 5

Some of our employees are required to wear uniforms. Uniforms provide a professional appearance to our stores and 
also save the employees' personal wardrobes. The company purchases these uniforms and makes them available to 
specified employees. If you are assigned uniforms, please make sure they are turned in for cleaning on the days 
specified by your supervisor. Upon separation of employment, your final settle-up pay cannot be determined until your 
uniforms have been turned
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in. For uniforms that are not returned, employees will be assessed the current cost at prevailing rates.

Some employees may also be required to wear steel-toe safety shoes. If you are required to wear safety shoes, you will be advised to do so by your 
supervisor. Such requirement takes effect following sixty days of employment. For every pair of steel-toe safety shoes you buy for your personal 
use on the job, the company will reimburse you $25 upon presentation of a paid receipt.

5.08 
Seniority, Promotions, Transfers, and Layoffs

a 
Employee Seniority, Promotions, Transfers, and Layoffs Checklist

The following checklist can be used to help determine the various subjects to include in your handbook. Sample handbook statements covering 
many of the items in this checklist appear in this section. They can be used to help draft your personalized employee handbook statements.

Our Employee Handbook Should Include:

Seniority

1. Defining types or units of seniority Yes___ No___ Maybe___

2. Exceptions to seniority Yes___ No___ Maybe___

3. How seniority can be lost Yes___ No___ Maybe___

4. How seniority works Yes___ No___ Maybe___

A. Layoffs Yes___ No___ Maybe___

B. Recall Yes___ No___ Maybe___

C. Promotions, demotions Yes___ No___ Maybe___

D. Transfers Yes___ No___ Maybe___

E. Overtime work distribution Yes___ No___ Maybe___

F. Vacation scheduling Yes___ No___ Maybe___

5. Seniority lists Yes___ No___ Maybe___

6. Seniority by classification Yes___ No___ Maybe___
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A.
Stewards and union officials Yes___ No___ Maybe___

B. Supervision Yes___ No___ Maybe___

C. Employees on strike Yes___ No___ Maybe___

D. Military service veterans Yes___ No___ Maybe___

7.
Job bidding procedure Yes___ No___ Maybe___

Promotions

1.
Defining types of promotions Yes___ No___ Maybe___

2.
Performance reviews Yes___ No___ Maybe___

3.
Ability, skill, and length of service Yes___ No___ Maybe___

4.
How promotion affects seniority Yes___ No___ Maybe___

5.
How promotion affects pay Yes___ No___ Maybe___

Transfers

1.
Definitions of transfer Yes___ No___ Maybe___

2.
Procedure for employee wanting a transfer Yes___ No___ Maybe___

3.
Procedure for an employer initiating employee transferal Yes___ No___ Maybe___

4.
Accommodation transfers Yes___ No___ Maybe___

5.
Transfers within department Yes___ No___ Maybe___

6.
Transfers outside department Yes___ No___ Maybe___

7.
Transfers outside bargaining unit Yes___ No___ Maybe___

8.
Transfers and bumping procedure Yes___ No___ Maybe___

9.
How transfers affect seniority Yes___ No___ Maybe___

10.
How transfers affect pay Yes___ No___ Maybe___
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Layoffs

1. Definitions of temporary and permanent layoffs Yes___ No___ Maybe___

2. Reasons for layoff Yes___ No___ Maybe___

3. Advance notice of layoffs Yes___ No___ Maybe___

4. How seniority will be affected by short or prolonged layoffs Yes___ No___ Maybe___

5. Effect of layoff on employee benefits Yes___ No___ Maybe___

6. Layoff procedure Yes___ No___ Maybe___

7. Bumping procedure during layoff Yes___ No___ Maybe___

8. Recall procedure Yes___ No___ Maybe___

9. Income Assistance Plan Yes___ No___ Maybe___
 

b 
Sample Policies

Seniority

Sample Policy 1

During your sixty-day orientation period, you carry no seniority rights. If you are retained after the sixty-day orientation period, you will become a 
regular employee and will be credited with seniority back to your date of hire.

Your seniority is defined as your length of service at our company beginning with the date on which you started work after last being hired, plus 
any time spent as a former employee.

Seniority is important for you because it is taken into consideration for earning vacations, paying bonuses, and providing length of service awards 
and for layoff and recall purposes.

Sample Policy 2

During the first ninety consecutive days of full-time employment as a regular employee, you carry no seniority rights. Upon completion of these 
first ninety days, you will be credited with seniority back to your date of hire. Your seniority is measured by continuous employment at our bank, 
beginning with the date on which you started
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work after last being hired, plus any time spent in the armed forces of the country after your appointment as a regular full-time employee.

Seniority is important for you as it enables you to continue your self-improvement, become more knowledgeable and comfortable with your job, 
and have greater participation in many of our benefits programs.

It is expected, however, that increased seniority will also be matched by increased performance ability. Seniority alone will not be the sole 
determining factor in consideration relative to promotions and compensation adjustments.

Sample Policy 3

At (name of company) we believe in recognizing your seniority and length of service. Seniority is a right given to employees through length of 
service that entitles them to certain privileges and considerations.

We recognize seniority when choosing among regular, full-time employees by job classification within a department for promotion if they are 
qualified to perform the type of work needed.

Your seniority is determined by a specific date. Usually this date is the day you were hired for the first time. However, if your seniority has been 
broken through resignation, dismissal, or extended layoff, then your seniority date becomes the last date you were hired following the break in 
seniority. Employees having the same date of hire will hold seniority in alphabetical order.

Your seniority is important to your in the following ways:

1.
It represents an investment in time and money by the company in your training and experience. This gives you more job security 
and promotion possibilities as your experience increases.

2. Your seniority has a direct relationship to certain important employee benefits that are based on length of service, such as paid 
vacations.

3. In case we should ever have a layoff, your seniority will give you more work opportunities, provided you have the necessary 
qualifications.

 

New employees are hired on a ninety-calendar-day orientation period. During this orientation period, you carry no seniority rights. If you are 
retained after the ninety-day orientation period you will become a regular employee and will be credited with seniority. Your seniority will mean 
continuous employment at our company beginning with the date on which you begin work after last being hired, plus any time spent in the armed 
forces of this country after employment or any other absence approved by the company.

You may lose your seniority rights and your length of service with our company for the following reasons:

1.
If you voluntarily quit or resign

2. If you are discharged

3. If you retire or receive a settlement for total disability
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4.
If you fail to report back to work within three workdays after a recall from layoff

5. If you are laid off for a consecutive period of more than three months

6. If you overstay an authorized leave of absence or vacation

7. If you are on a sick leave longer than agreed, unless an extension is granted by your company*

8. If you give a false reason for a leave of absence or accept employment elsewhere during an authorized leave of absence

9. If you falsify information on your pre-employment or post-employment personnel form

10. If you are absent without notification or acceptable excuse for a period of two consecutive workdays, in which case you will be 
considered as having voluntarily quit your job

 

* Profit-sharing eligibility and vesting requirements will be as stated in the plans.

Sample Policy 4

The company recognizes the principle of seniority between regular, full-time employees by job classification within a department for the purpose 
of job bidding, layoffs, recalls, and shift preference.

An employee's plantwide seniority will mean continuous employment beginning with the date on which the employee began to work after last 
being hired plus any time spent in the armed forces of the United States while with the company, or any other company-approved leaves of 
absence. Employees having the same hire date will hold seniority based on the alphabetical order of their surname.

New employees will be hired on a ninety-calendar-day "tryout" period (probation). During this probationary period, the employee will have no 
seniority rights and may be assigned to any work as determined by the company. At any time during the probationary period, the company will 
be the sole judge as to whether or not the employee is to be retained or dismissed. The probationary employee will have no recourse to the 
complaint procedure. Any employee retained after the ninety-day probationary period will become a regular employee and be credited with 
seniority as of his last date of hire. At such time he will be placed on the seniority list. There will be no responsibility or requirement for the 
company to rehire probationary employees if they are laid off or discharged during their probationary period for any reason.

An employee will lose all seniority rights and all other rights if any of the following occurs:

1.
An employee voluntarily quits or resigns his job.

2. An employee is terminated.

3. An employee is retired or becomes permanently disabled.

4. An employee does not return to work within five workdays after receipt of recall notice from layoff. Recall notice will be in writing 
to the last known address of employee by certified mail, return receipt requested. The employee is responsible for providing his or 
her correct address to the company for receipt of recall notices.
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(An employee laid off in excess of six consecutive months will be considered permanently laid off.)

5. An employee overstays an authorized leave of absence without written permission.

6. An employee is absent without authorized leave for a period of three consecutive scheduled workdays. In such cases the employee 
is considered to have voluntarily quit his employment with the company unless failure to request permission to be absent or failure 
to notify the company was due to circumstances beyond the employee's control.

7. An employee gives a false reason for a leave of absence or accepts employment elsewhere during a leave of absence.

8. An employee falsifies pertinent information on his pre-employment or post-employment personnel forms if discovered within three 
years from date of employment or longer if significant to his or her physical examination or job qualifications.

 

Restoration Rights: In cases of a decrease in the workforce and subsequent recalls, an employee demoted in classification shall have first 
consideration when filling a regular vacancy in his or her former classification without regard to seniority. If there is more than one employee 
with restoration rights, the most senior qualified person will have first priority. In order to exercise restoration rights according to the procedure 
as outlined below, an employee must sign the appropriate bid sheet. The signing of the bid sheet is necessary so that accurate records are 
maintained. This opportunity shall be available to each employee one time only, and if not accepted, restoration rights shall be waived.

Sample Policy 5

Seniority and length of continuous service mean the same thing at our company. Your seniority is the amount of time on the payroll since your 
last date of hire. If your continuous length of service has been broken through resignation, failure to return from an approved leave of absence, 
dismissal/termination, or extended layoff, then your seniority date becomes the latest date you were rehired. Employees having the same hire 
date will hold seniority by alphabetical order.

Having seniority is one valuable factor when considerations of transfers, upgrades/promotions, shift changes, overtime, or layoffs occur. Also, 
seniority is important for participation in and qualification for some benefit programs.

Job Bidding

Sample Policy

All employees may bid on any regular job opening that becomes available after they have completed a ninety-day orientation period. If frozen by 
a downward bid, an employee will not be allowed to bid on any job for six months from the date he accepted the downward bid position.

To bid on a job classification, the employee should obtain the bid form from his
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supervisor and return the signed and dated form to the supervisor within the allotted time. If an employee refuses to 
accept a bid after being selected, he will waive the right to bid for six months.

The term "line of progression" is defined as a pattern of movement from one job to another normally (a) more favorable 
to an employee in respect to rate of pay and (b) related to his former job in terms of the skill and knowledge required 
and job content.

Disqualifications for any reason shall occur any time before the first thirty days after the acceptance of the bid. In cases 
of disqualification, an employee may return to the position from which he bid. If disqualified after thirty days, he will be 
assigned to any job vacancy he is qualified to perform. If an employee is disqualified for any reason three times within a 
two-year period by the company, he will not be eligible to bid on future upgraded job vacancies for a period of two 
years.

Accommodation Transfers

Sample Policy

An employee who can no longer perform, with or without accommodation, his or her current position because of a 
disability, will be placed on a lateral basis in an existing (or imminent) vacancy for which he or she is qualified and can 
perform the essential job duties, with or without accommodation.

If no such vacancy exists, or the employee declines such placement, the employee will be placed in an existing (or 
imminent) vacancy on successively lower levels for which he or she is qualified and can perform the essential job 
duties, with or without accommodation.

If no such vacancies exist, or the employee declines such placement, the employee will be terminated.

Employees in need of an accommodation transfer will be given first consideration (before posting) for such vacancies 
on a lateral or downgrade basis.

Employees in need of an accommodation transfer will be considered on a promotion basis along with other internal 
candidates without priority or preference.

Promotions

Sample Policy 1

It is the continuing policy of (name of company) that in the selection of employees for training, transfer, promotion, or 
upgrading, the basis for such action, without limitation or discrimination, will be qualification and seniority.

Promotions will be made primarily on the basis of your ability to perform and accept new and greater responsibilities. If 
all other requirements of a position are similarly met by two or more persons, seniority may be the deciding element. 
Seniority alone does not guarantee consideration for promotion.

The Personnel Division and managers throughout the organization will be responsible for making employees aware of 
opportunities for promotion when they occur through the job posting and bidding system. To enable the managers and
  

 

file:///E|/Buku%20Ekonomi2/Addition%201/How%20to%20Develop%20an%20Employee%20Handbook/files/page_234.html4/16/2009 4:07:33 AM



page_235

Page 235

Personnel to accomplish this, employees are responsible for demonstrating positive interest.

Sample Policy 2

Our policies on promotion and transfer are based upon the following fundamental philosophies:

1.
It is in the best interest of both (name of company) and our employees to promote from within, whenever qualified personnel are 
available within our organization.

2. Employees' work may be more meaningful and of better quality if they are permitted to transfer to jobs more suitable to their ability 
and interest. Such transfers require the approval of all department heads affected.

3. A transfer may be appropriate to accommodate an employee's needs or the needs of the business.
 

Filling of hourly paid job openings will be done by the bidding procedures on the basis of qualifications. The job posting will include a job 
description as well as special qualifications required. These jobs postings will be left up for a period of seventy-two hours, at which time the 
bidding will close.

Employees who wish to be considered should sign the job bid form, available in the Personnel section. Job bid forms should be signed within 
seventy-two hours from the posting of the notice.

Final selection will be made by the division or department manager, after consultation with the appropriate supervisor.

In the event an employee is chosen to fill a new position, a ninety-calendar-day trial period for that position will begin. Extension of the trial 
period will be granted for vacation, illness, and leaves of absence in increments of not less than one week. If at any time during the ninety-day 
period the employee is not performing satisfactorily, he or she may be terminated.

All personnel who bid on the job will be personally notified by the manager or the Personnel Department of the disposition of the opening. The 
name of the person who is awarded the job will be posted.

If the job is not filled through the posting process, management will hire someone to fill the position.

If an employee is assigned to a job due to a lack of bids and has fewer than ninety calendar days of seniority, the employee will receive the three-
month (ninety calendar day) pay rate for that job.

Employees who move to a higher pay grade with one year's seniority or more will be paid a percentage of the new grade rate, dependent upon 
their experience and qualifications.

Sample Policy 3

It is the company's policy to fill vacancies, whenever practicable, by promotions from within. Ability, efficiency, attitude, job performance, 
physical fitness, leadership, experience,
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and length of service are some of the factors considered in making promotions. Your advancement is influenced by what 
you qualify yourself to do; by the way you have handled previous work assignments; and by the reputation you develop 
for dependability, efficiency, loyalty to the company, and the ability to work congenially with others. The company 
believes in broadening the experience of its employees through training, thereby preparing them for future advancement.

Sample Policy 4

It is the company's policy to fill vacancies, whenever practicable, by promotions from within. Ability, efficiency, 
attitude, job performance, physical fitness, leadership, experience, and length of service are some of the factors 
considered in making promotions. Your advancement is influenced by what you qualify yourself to do; by the way you 
have handled previous work assignments; and by the reputation you develop for dependability, efficiency, loyalty to the 
company, and the ability to work congenially with others. The company believes in broadening the experience of its 
employees through training, thereby preparing them for future advancement.

In the development of company employees, transfers within and between departments, divisions, and offices are made 
whenever they are in your interest and in the interest of the company.

Sample Policy 5

Here at our company, management tries its best to select the best-qualified person for every job. It is our policy to 
promote, whenever possible, from among qualified current employees.

All jobs are grouped according to labor and salary grades based upon the difficulty of each job and its skill requirements.

All nonexempt (overtime-paying) job vacancies (other than entry-level positions) will be posted on the bulletin board for 
three workdays to allow ample time for you to review the opening's requirements and description.

If an employee believes she is qualified, she can express interest in being considered for the open position by 
''bidding"that is, by completing the in-plant job application form. The position should be in a higher classification or a 
lateral classification that could lead to future promotions. Lateral transfers are granted at the sole discretion of 
management.

After the posting period, the Human Resources Department and the departmental manager where the opening exists will 
carefully review each application, conduct interviews where appropriate, and select the best-qualified candidate. Outside 
candidates will be considered only after accommodation transfers have been considered, the posting/bidding process has 
been completed, and no inside candidate has been found who possesses the necessary job qualifications.

Factors considered in the selection process include the following:

*
Demonstrated skill and ability to perform the new position

* Prior and current work performance

* Past and current disciplinary record
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*
Past and current attendance record

* Cooperation with others and attitudes
 

When two applicants are considered equal in all these factors in the opinion of management, seniority will be the 
deciding factor.

Layoffs

Sample Policy 1

We expect layoffs to be few and far between. However, if it is necessary because of economic or business conditions to 
cut back our force, each job will be carefully checked along with the employee's record. Because qualifications, past 
performance, and length of service of each employee will be the controlling factors, experienced personnel will have the 
best chance of avoiding a layoff.

Recalls from layoffs will also be based upon service needs. Positions to be filled will be recalled when needed. Those 
called back to work will be the most qualified, followed by those less qualified. If two employees' qualifications are 
equal, seniority will be the determining factor.

Sample Policy 2

When conditions arise that are beyond the reasonable control of the company, temporary layoffs may be made for 
periods not to exceed ten consecutive workdays. Such layoffs will affect only those employees whose jobs have been 
temporarily shut down due to unforeseen conditions, such as power failures, shortage in materials, or other interruptions 
in production. Bumping will not be permitted during temporary layoffs. In cases of temporary layoff, such layoffs shall 
be done by order of job classification seniority. If such a temporary layoff exceeds two workweeks, those affected shall 
be recalled and allowed to use their plantwide seniority.

Sample Policy 3

When an indefinite layoff or reduction in force is necessary, the least senior employee in the job classification affected 
within the department will be laid off first according to plantwide seniority. If not qualified to bump within the 
department, the displaced employee will be permitted to bump the least senior employee in any job classification in any 
other department of the plant, provided he is immediately and fully qualified and capable of performing the work without 
further training and provided he has more plantwide seniority than the employee being displaced. Shift preference will 
not be permitted for bumping purposes during layoffs. It is management's responsibility to identify departments, shifts, 
and job classifications that have excess employees that need to be reduced. When a reduction in workforce is needed, 
probationary and part-time employees will be laid off first, provided there exist other employees immediately qualified to 
perform their job duties.

During an indefinite layoff, employees will be assigned by seniority to the highest
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paid classification they are immediately qualified to perform, regardless of shift preference.

Sample Policy 4

In case of any type of layoff, the following procedure will be followed:

a.
All company tools and equipment will be turned in to the stock room.

b. An inventory will be conducted of the above items, and any item found missing will be itemized and the employee will be charged 
based on its estimated value.

 

Recall from layoff. Employees eligible to be recalled from reduction in force or layoff shall be returned to their job or work in reverse order. 
Employees eligible to be recalled from layoff will be notified by telephone and in writing by the company by certified mail sent to the 
employee's last known address as shown in the company records. If an employee does not report for work within five workdays from the date of 
receipt of the notice of recall or the date agreed upon by the parties, not to exceed five workdays, the employee shall be considered quit and lose 
all seniority rights. It is recognized that in emergencies and other immediate job openings that must be filled immediately, such job vacancies 
may be filled on a temporary basis.

When changes in job assignments are made due to job bidding, demotion, layoff, bumping, recall, or transfer, the company will not be required 
to assign an employee to a job for which he does not have the required skill, ability, or physical qualifications to perform the job, regardless of 
seniority.

An employee rehired after loss of seniority will have the status of a new employee. He will be required to complete a new employment 
application and other required personnel forms before he will be considered for rehire.

5.09 
Conduct, Corrective Discipline, and Termination

a 
Observations and Recommendations: A Positive Approach to Employee Discipline

Most employee handbooks contain a section that deals with standards of performance, "work rules," and progressive discipline procedures used 
to correct an employee for failing to perform the job satisfactorily or to management standards. We highly recommend that any new or revised 
employee handbook clearly set forth what the company expects from employees in terms of attendance punctuality, on-the-job conduct, 
appearance, drugfree status, and other expected employee standards of conduct.

Some employee handbooks contain detailed listing of personal conduct
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rules according severity or seriousness and then describe the progressive discipline. Other handbooks place the listing Rules for All of Us to Work 
By in the appendix to the handbook and spell out the range of progressive discipline according to the offense and its seriousness.

We recommend that any new or revised handbook describe in a positive manner the employer's standards of performance covering health and 
safety, on-the-job performance, individual on-the-job conduct, business ethics, and other desired employee workplace behavior. This section will 
be of great value to the supervisor or human resources staff in the new employee orientation and training and will provide the employee with 
future reference as to what the company expects from him or her in on-the-job performance.

Traditionally, methods for maintaining discipline have been punitive in nature. Today, however, the relatively new concept of a nonpunitive 
"positive discipline system" (PDS), is winning increasing acceptance among many employers. Some commentators, such as Richard Grote and 
James Redeker, describe PDS as a "new wave in workplace discipline" that is now being used by such major companies as AT&T, GE, Union 
Carbide, Shell Oil, and Amoco.

To be effective, disciplinary action should emphasize correcting the problem rather than punishing the offender. It should maintain employees' 
dignity and self-respect. It should provide for increasingly serious steps if the problem is not resolved. And it should result in a change in 
employees' behavior and performance.

Like traditional approaches, the PDS approach involves a number of formal steps that increase in seriousness. But unlike punitive disciplinary 
systems, the positive approach emphasizes reminders of expected performance, rather than warnings or reprimands for misconduct.

Step 1:
Oral reminder. The first step in the PDS approach is a meeting between a supervisor and the employee to discuss the problem. 
The supervisor tells the employee the reason for the rule that has been violated, tells the employee the specific changes that are 
required, and expresses confidence that the employee will correct the problem and that no further action will be needed.

Step 2: Written reminder. If the problem continues, the supervisor again talks to the employee, seriously, but without threats. The 
supervisor tells the employee what is expected and asks the employee to confirm that he or she knows what changes must be 
made. At the end of the discussion, the supervisor tells the employee that a written summary of their conversation will be 
placed in the employee's file.

Step 3: Decision-making leave. In traditional discipline systems, the next step involves suspending the offending employee for several 
days. In the PDS approach, the supervisor tells the employee to remain at home
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the following day and to use that time to make a final decision as to whether she or he can meet the organization's standards. The 
employee is told that the organization wants to keep him or her as a productive member of the workforce but that the decision is up to 
the employee and that future violations will result in termination. The employee is told to report back to the supervisor after the 
decision-making leave day to let the supervisor know his or her decision.

 

As a good-faith demonstration of the organization's interest in keeping the employee, he or she is paid for the leave day. This reduces the 
employee's hostility and anger and, in unionized companies, reduces the likelihood that the worker will appeal the action.

Some companies, using the PDS system, dispense with the traditional, "progressive" approach and simply operate as follows: The employee who 
is experiencing or causing problems is told to take the day off with pay to reflect on whether he or she really wants to or can keep working for the 
company and, if so, how the problem can be solved. When the employee reports for work the next day, the supervisor expects a positive 
commitment from the employee, backed by the understanding that failure to follow through will result in discharge.

Because this positive approach reduces conflict and fosters cooperation between supervisors and employees, it is gaining popularity.

Guidelines for Effective Employee Discipline

Every employer and supervisor must think realistically about the important area of employee discipline. A disciplinary policy and procedure 
should have three objectives: (1) the maintenance of a high standard of on-the-job conduct and productivity; (2) the maintenance of a desirable 
level of employee morale through rules that are fairly but firmly administered and the right to appeal disciplinary penalties to a grievance 
procedure; and (3) the salvaging of the employee to become a satisfactory and desirable worker rather than the imposition of punishment.

Many employers fail to establish an employee disciplinary policy. This invariably causes many unfavorable and costly experiences. Employees 
who know what they can and cannot do, or who know their rights and obligations, are more satisfied on the job. Employees respect impartial and 
firm discipline. They do not respect favoritism, unjust discipline, or inconsistency in discipline.

We recommend a sound disciplinary policy in writing, with a primary aim of prevention, not punishment. To accomplish this, it is necessary to 
develop a program designed to salvage rule-breaking employees. Rules should be simple, clearly stated, and direct.
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Why You Should Have Written Conduct Policies

1.
Employees feel more secure when policies are spelled out. A secure employee is likely to be more productive on the job.

2. Unions are less likely to try to organize an employer whose employees are satisfied and feel they are appreciated by their 
management and who enjoy fair and equitable benefits.

3. Written policies save time for supervisors and make top management's job easier and less worrisome.

4. Good policies attract and hold employees, and they reduce costly turnover.

5. To avoid civil rights complaints and to comply with Equal Employment Opportunity Commission (EEOC) guidelines on all aspects 
of employment relationships, written policy statements are necessary.

6. Consistent personnel policy administration can be achieved only if all supervisors and managers are "singing off the same sheet of 
music." This applies particularly to leaves of absence, layoffs, terminations, discipline, and promotion or transfer.

 

A Word About Progressive Discipline and Discharges

As a rule of thumb, in 85 percent of your discharge actions, the employee should not be taken by surprise. If you have fulfilled your 
responsibilities as a leader, if you have counseled progressively over a reasonable period of time in an effort to bring about a positive behavioral 
change in the employee, the possibility of discharge will be communicated well in advance of "D" day.

The role of a supervisor is to counsel an employee effectively to get the best possible job performance and job behavior. To the extent that the 
employee does not meet your desired work standards, it is a supervisory responsibility to counsel each employee to achieve acceptable 
performance.

The first discussion with an employee about a job-related problem is not necessarily a formal write-up. However, a written correction report 
should be routed to the employee's personnel file to substantiate the counseling interview. The purpose of this is to supplement the supervisor's 
memory of what took place.

If there is no acceptable improvement, the verbal discussion should be followed by a more formal corrective interview that is confirmed with a 
written correction notice. This notice should describe the inappropriate behavior and detail the concerns about the need for corrective action. A
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copy should be given to the employee, and a copy signed by the supervisor and employee should be placed in the personnel file.

If the unacceptable job performance continues, there should be further progressive discipline. With each application of discipline, a record in 
writing must be made. The number of corrective steps will depend upon the severity of the questionable performance and the degree of 
improvement.

How to Conduct a Disciplinary Interview

If an employee knows he has made a mistake and has learned by it, your words may only increase his embarrassment and serve no purpose. 
However, where a rule has been broken or misconduct has taken place, correction or discipline is in order. The following steps are recommended 
to correct an employee properly:

1.
Don't talk about the problem standing up. Sitting down reduces the chances of either person's becoming angry.

2. Sit opposite the employee but not behind the desk. This softens the atmosphere of confrontation.

3. Don't start with an accusation. Win the confidence of the employee by describing the problem as one that both of you have to 
work at solving.

4. Don't start with chit-chat. Your aim is to gather information by encouraging the employee to talk.

5. Don't deliver a sermon or make any wild promises. Try to influence the employee by developing an emotional bond through 
honest discussion.

6. Avoid prejudging the problem from your point of view alone. Consider enlisting the help of an impartial third person to keep the 
situation from becoming too emotionally charged.

7. Never criticize, correct, or reprimand an employee in the presence of others. Discipline and correction are private matters. You 
should find a quiet place where you can sit down and discuss the problem or mistake calmly, coolly, and objectively.

8. Never try to correct or reprimand an employee when tensions are high. Wait until matters have calmed down.

9. Listen quietly to your employee's point of view about what happened. He may see the situation more clearly than you do. Even if 
he has a distorted view, let him get it off his chest. You need to understand his point of view if you hope to work with him 
intelligently.

10. Share the blame if necessary. Accept your part of the responsibility
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for the mistake. Perhaps you didn't give your employee adequate training or preparation. Or maybe you didn't forewarn him that this 
type of problem or situation might arise. Your becoming a "center" with him helps ease the load and assures him that he is not alone.

11. Discuss the problem rather than the employee. Be concerned with correcting the mistake because it is a mistake. Don't focus on the 
person or his personality. To all of us, our person and personality are usually sacred ground.

12. Deal with "why" as well as "how." Many supervisors tell employees what they are doing wrong, but not why they should do 
something another way. Explain your recommendations fully. Make certain that you and the employee are shooting at the same 
target with the same kind of gun.

13. Find a better way. A correction or disciplinary interview is not a success unless there is agreement on a better way. No one likes to 
be told flatly that he is doing something wrong. He will dislike it even more if he is left up in the air with no solution to his problem. 
Through free give-and-take, try to settle on an approach that you both agree will be better.

14. Finish your correction and disciplinary interview on a high note. End on a note of optimism and confidence. Don't let your employee 
feel you have less confidence in him because the problem arose.

 

How to Prepare Written Warnings and Corrections

Written policies go a long way toward giving a supervisor a firm position in maintaining discipline. Once you have adopted and distributed agreed-
upon work rules and rules of conduct, it may be necessary to give a written correction or warning notice for improper conduct or violation of an 
established rule.

It is important to remember that formal written corrections not only are intended to maintain consistency in the enforcement of rules and 
regulations but also avoid costly discharges. Your company may be needlessly increasing turnover cost by firing potentially good employees who 
might be salvaged with skillful correction and proper supervision.

If you warn an employee verbally, keep a written record of all such verbal warnings. We recommend that all warnings be given in writing.

The following guidelines are suggested for preparing written corrections:

1.
Include the important facts. Note the date, time, and conduct or actions involved that do not meet the requirement of the job.
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2.
State whether the improper conduct violates an established company rule. Quote the rule or rule number or its pertinent part.

3. State the employee's history of correction. The written correction may also include any prior oral warnings, corrections, counseling, 
or cautioning within the most recent twelve-month period for the same or a similar offense. Clearly relate the dates, times, and 
material facts of such prior corrections. Avoid general statements such as "on many prior occasions."

4. State that this written form is a written correction for improper conduct or breach of rule.

5. State that this written correction gives the employee an opportunity to correct his improper conduct or action in the future.

6. State that the employee will be subject to further disciplinary action "if he fails to correct his conduct in the future." Do not specify 
the future penalty, leaving flexibility to the supervisor and management.

7. Give a copy of the written correction to the employee in private, and file a copy in the employee's personnel file.
 

Minimizing Wrongful Discharge Under "Employment-at-Will" Challenges

The following procedures are recommended as steps that employers can take to help minimize their liability in case of wrongful discharge and/or 
discrimination claims:

1.
Review recruiting materials, advertisements, employment applications, and brochures to avoid using words that create an implied 
"permanent" employment.

2. Train personnel staff to avoid pre-hire interview procedures that overstate job security or advancement opportunities.

3. Review employee handbooks and personnel policy manuals often to ensure that policies reflect actual practice.

4. Use language in all handbooks and manuals that clearly states that employment is on an "at-will" basis.

5. Refine employee evaluation systems to ensure honest and accurate appraisals of employee performance.

6. Utilize progressive disciplinary procedures to warn employees of unsatisfactory performance and to provide them with an 
opportunity to correct deficiencies.
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7.
Prepare written reasons for an employee's termination. After thoroughly discussing and explaining the reasons, provide the 
employee the opportunity to review, comment, and sign the termination notice.

8.
Avoid spur-of-the moment terminations when emotions are running high by requiring at least one other supervisor or the personnel 
manager to participate in and/or review each discharge.

9.
Be consistent in applying disciplinary and termination procedures. Avoid disparate treatment of employees in similar circumstances 
by appointing one senior officer to review all terminations.

10.
Make sure the exit interview deals with any and all questions the employee may have.

 

Termination-for-Cause Checklist

When an employee continues to pay no attention to rules and disciplinary action, when an offense is repeated, or when misconduct is serious 
enough for discharge on the first offense, decisive action must be taken. To help guide you through this area, we suggest you stop and review the 
following checklist very carefully before any employee is terminated. Ask yourself these questions before you discharge an employee:

1.
Is the company policy that has been violated a reasonable one?

2.
Has the company policy or rule been properly communicated to the employee?

3.
Have I been objective, and have I treated this employee the same as I would treat any other for the same offense?

4.
Have I accumulated all of the facts accurately?

5.
If it is a repeated offense, has the employee been properly reprimanded in the past, and have written corrections been issued?

6.
Is the employee guilty by his or her own actions or by association with another employee?

7.
Am I taking action against the employee because he or she has challenged my authority?

8.
Does the punishment fit the offense?

9.
Have I considered the employee's past disciplinary record and length of service?

10.
Was the employee's guilt supported by direct objective evidence, as opposed to suspicion or hearsay?

11.
Has a top management official reviewed the facts and approved the discharge?

12.
Should I try for a voluntary resignation instead of firing the individual?
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13.
Will the termination be a surprise to the employee? (If yes, repeat the discipline process.)

14.
Should I suspend the employee first, to review all facts?

 

Remember, this recommended checklist is not very helpful after a discharge. If there is any question about facts or reasons for discharge, suspend 
the employee instead of firing, while you investigate the facts.

When a discharge is found to be justified, proper documentation of the specific reasons for ''separation of employment" is very important. The 
employee may file charges of discrimination following the discharge, and unless you can provide adequate proof to substantiate your action, the 
National Labor Relations Board, the EEOC, or the Wage-Hour Division might find merit in the charge and order you to reinstate the employee with 
back pay.

Employers frequently get into trouble when they take disciplinary action or discharge employees without documentating the employee's poor work 
record. Government investigators do not make decisions based upon the statements or beliefs of supervisors and managers. Their decisions are 
based solely on documentation of warnings, reprimands, attendance, and work record.

Are your records adequate? As a test, select two or three employees whom you know to be marginal and review their personnel records. If the 
records indicate that the person is a good employee or if they do not indicate that the person is a marginal employee, then you can be assured that 
you will have difficulty justifying and sustaining disciplinary action if a government agency becomes involved.

b 
Employee Conduct, Corrective Discipline, and Termination Checklist

The following checklist can be used to help determine the various subjects to include in your handbook. Sample handbook statements covering 
many of the items in this checklist appear in this section. They can be used to help draft your personalized employee handbook statements.

Our Employee Handbook Should Include:

Conduct and Corrective Discipline

1. Conduct Rules

A. Misrepresentation or omission of facts in seeking employment Yes___ No___ Maybe___
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B.
Clocking or altering the timecard of another employee Yes___ No___ Maybe___

C. Making or permitting a false or untrue record relating to any material or work Yes___ No___ Maybe___

D. Defacing, damaging, or destroying property of the company or of another employee Yes___ No___ Maybe___

E. Interfering with, obstructing, or otherwise hindering the production or work performance of another 
employee

Yes___ No___ Maybe___

F. Engaging in horseplay, running, scuffling, or throwing objects on company property Yes___ No___ Maybe___

G. Originating or spreading false statements concerning employees or the company Yes___ No___ Maybe___

H. Assisting any person to gain unauthorized entrance to or exit from any portion of the company's 
premises

Yes___ No___ Maybe___

I. Fighting or causing bodily injury to another or other forms of disorderly conduct Yes___ No___ Maybe___

J. Engaging in immoral or indecent conduct Yes___ No___ Maybe___

K. Leaving work area without permission, wasting time, loitering, or sleeping during working hours Yes___ No___ Maybe___

L. Refusing to accept or follow orders or directions from proper authority or any other form of 
insubordination

Yes___ No___ Maybe___

M. Possessing or reporting to work or working under the influence of intoxicants or unauthorized drugs Yes___ No___ Maybe___

N. Abusing company equipment or property or using any piece of equipment or property without being 
authorized to do so

Yes___ No___ Maybe___

O. Being tardy or absent repeatedly; failing to report to work without satisfactory reason Yes___ No___ Maybe___
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P.
Committing theft, pilferage, or unauthorized removal of property of the company or others Yes___ No___ Maybe___

Q. Smoking in areas where it is prohibited Yes___ No___ Maybe___

R. Bringing in, possessing, or using weapons on company property without appropriate management 
approval

Yes___ No___ Maybe___

S. Failing to meet quality and quantity requirements Yes___ No___ Maybe___

T. Inefficient effort on the job Yes___ No___ Maybe___

U. Using abusive language to any supervisor, employee, or customer Yes___ No___ Maybe___

V. Contributing to unsanitary conditions Yes___ No___ Maybe___

W. Using company facilities after normal working hours without authorization Yes___ No___ Maybe___

X. Violating company policy on fair treatment, equal opportunity, and nondiscrimination Yes___ No___ Maybe___

Y. Gambling on company property Yes___ No___ Maybe___

2. Can conduct or safety rules be added, revised, or withdrawn at any time? Yes___ No___ Maybe___

A. At management's discretion and judgment Yes___ No___ Maybe___

B. If organized, after notifying the union Yes___ No___ Maybe___

C. If organized, by joint agreement with the union Yes___ No___ Maybe___

3. How conduct and safety rules are to be publicized Yes___ No___ Maybe___

A. Employee handbook Yes___ No___ Maybe___

B. Bulletins and bulletin boards Yes___ No___ Maybe___

C. Labor agreements Yes___ No___ Maybe___

D. Employee publications Yes___ No___ Maybe___

E. Special rule book Yes___ No___ Maybe___

F. Individual meetings with immediate supervisor Yes___ No___ Maybe___

4. Type of discipline given employees for rule violations Yes___ No___ Maybe___
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A.
Penalty to be at the discretion of supervisor and immediate superior Yes___ No___ Maybe___

B. Penalty determined by a disciplinary committee composed of management and employee or union 
representatives

Yes___ No___ Maybe___

C. Penalty determined by specific guidelines in writing according to seriousness of violation Yes___ No___ Maybe___

5. Type of disciplinary action Yes___ No___ Maybe___

A. Oral reprimandwarning Yes___ No___ Maybe___

B. Written reprimandwarning Yes___ No___ Maybe___

C. Disciplinary layoff Yes___ No___ Maybe___

D. Loss of special privileges Yes___ No___ Maybe___

E. Demotion Yes___ No___ Maybe___

F. Fine Yes___ No___ Maybe___

G. Loss of seniority Yes___ No___ Maybe___

H. Discharge Yes___ No___ Maybe___

6. If organized, shall the union have the right to appeal any disciplinary action taken by management? Yes___ No___ Maybe___

7. If not organized, does the employee have the right to appeal any disciplinary action taken through a 
nonunion grievance procedure?

Yes___ No___ Maybe___

8. Shall disciplinary policy provide that after a period of time, previous written reprimands or other 
disciplinary action on file will become void, giving the employee a clean slate for the future?

Yes___ No___ Maybe___

Discharge Policy and Procedure

1. Description of misconduct that warrants the discharge of employees immediately without prior warning Yes___ No___ Maybe___
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2.
Policy providing for employee to be suspended before a discharge is made final and effective Yes___ No___ Maybe___

3.
Policy stating that management has the right to determine what is cause for immediate discharge Yes___ No___ Maybe___

4.
Policy and procedure to be followed in issuing written warnings in less severe types of disciplinary 
action before discharge

Yes___ No___ Maybe___

5.
Requirements for documenting discharge without notice Yes___ No___ Maybe___

A.
To be given to employee Yes___ No___ Maybe___

B.
To be given to union Yes___ No___ Maybe___

C.
To be given to human resource office in employee's personnel file Yes___ No___ Maybe___

6.
Policy on when termination of employment notice is to be given Yes___ No___ Maybe___

A.
Minimum period prior to discharge Yes___ No___ Maybe___

B.
At time of discharge Yes___ No___ Maybe___

C.
Within a specified period of time following discharge Yes___ No___ Maybe___

7.
Type or form of termination noticeoral or written Yes___ No___ Maybe___

8.
Contents of termination notice Yes___ No___ Maybe___

9.
Policy providing that all discharges are subject to final approval and authorization of supervisor's 
immediate superior

Yes___ No___ Maybe___

10.
Policy on providing discharged employees with dismissal or severance pay Yes___ No___ Maybe___
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A.
Eligibility requirements for dismissal or severance pay including reason for discharge Yes___ No___ Maybe___

B.
Amount of severance or dismissal payminimum and maximum Yes___ No___ Maybe___

C.
Policy statement providing inclusion or exclusion of monies due employee from contributions to 
benefits plans in determining maximum amount of severance pay

Yes___ No___ Maybe___

D.
Policy on making all necessary tax deductions from severance pay Yes___ No___ Maybe___

E.
Policy on giving severance pay based upon giving or not giving advance notice of termination Yes___ No___ Maybe___

11.
Policy on performing exit interviews Yes___ No___ Maybe___

12.
Policy on grievance procedures for discharges Yes___ No___ Maybe___

13.
Policy on reinstating employees if the employer is found through grievance procedure to be in error Yes___ No___ Maybe___

14.
Policy on reinstated employee's eligibility for back pay for time lost Yes___ No___ Maybe___

15.
Policy on COBRA extension of benefits administration Yes___ No___ Maybe___

Resignation Policy and Procedure

1.
Policy statement on whether employee notice of intent to resign is required Yes___ No___ Maybe___

A.
Verbal or written notification and time limit Yes___ No___ Maybe___

2.
Policy on penalties for failure to notify the employer of intent to resign Yes___ No___ Maybe___

A.
No recommendation Yes___ No___ Maybe___

B.
Loss of severance or dismissal pay Yes___ No___ Maybe___
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3.
Policy on letters of reference for terminated employees Yes___ No___ Maybe___

4.
Policy on providing employees who quit or resign with a termination form describing reason for 
termination

Yes___ No___ Maybe___

A. Retaining copy of termination of employment form in personnel file Yes___ No___ Maybe___

B. Giving copy of termination of employment form to employee Yes___ No___ Maybe___
 

c 
Sample Policies

Disciplinary Procedures

Sample Policy 1

In order for (name of company) to have a consistent and fair disciplinary procedure, the following guidelines have been adopted. With the 
exception of unacceptable conduct, which may be cause for more serious disciplinary action or for immediate dismissal, any employee whose 
employment is terminated will have gone through the following steps:

Step 1:
Discussion. This is a verbal discussion in which the supervisor has a face-to-face conference with you to discuss your poor 
work performance or conduct and the need for correcting it.

Step 2: Assessment. If there is little or no improvement after the discussion, the next step is a written assessment. A report is 
completed by the supervisor in your presence, and you have the right to read and discuss the report and comment in writing. A 
member of the Personnel Department staff must be present.

Step 3: Suspension. After step 2, if there is no marked improvement, you will be suspended for five days without pay (one workweek 
for salaried employees). A written record of the suspension will be completed by the supervisor in your presence. A member 
of the Personnel Department staff must be present. A suspension may take place only with approval of the supervisor, the 
department manager, and the Personnel Manager.

Step 4: Termination. After step 3, if there is no marked improvement, you will be eligible for termination.
 

Steps 1, 2, 3, and 4 will be followed consecutively if the incidents requiring these steps fall within a span of one year. If, however, there is a lapse 
of one year or more between any of the steps, the last step will be repeated without beginning over. If two years have passed after any step, the 
procedure will need to be initiated again.

Sample Policy 2

It is necessary, in order for the business to operate in an orderly and efficient manner, that you observe the rules governing our work environment. 
If you violate any
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of these rules, it will be necessary to take corrective measures in the form of disciplinary action.

(Name of company) follows a three-step disciplinary action procedure that is designed to be corrective rather than punitive. The company has 
two groups of work rules and regulations. Violation of any of the Group I rules will initially result in a verbal warning. A second violation of 
any Group I rule will result in a written warning. A third violation will result in further discipline up to and including discharge.

Group I Work Rules

First offense Verbal warning

Second offense Written warning

Third offense Discharge

1.
Frequent tardiness

2.
Unexcused absence from work

3.
Leaving work before your scheduled shift is completed; leaving your department without permission; or loitering around the 
plant away from your workplace

4.
Changing work clothes before quitting time

5.
Violating the no-solicitation/no-distribution/no-access rules

6.
Failure to punch your time sheet

7.
Excessive spoilage

8.
Making excessive personal telephone calls

9.
Failure to perform properly assigned work

10.
Littering or contributing to poor housekeeping, or unsanitary or unsafe working conditions

11.
Tampering with or removing bulletin board notices without authorization

12.
Failure to keep the accounting department advised of pertinent personnel changes

Group II Work Rules

First offense Discipline up to and including discharge

1.
Conviction of a criminal offense

2.
Fighting, threatening, or attempting to inflict bodily injury to another person on the company premises

3.
Stealing company property or personal property of another employee

4.
Committing malicious mischief that results in the injury of another employee or destruction of company property

5.
Committing intentional sabotage by an unauthorized stoppage and/or interference with the mechanical equipment or power 
supply of the plant

6.
Unauthorized removal of printed customer material from the premises
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7.
Disorderly or immoral conduct on company premises

8.
Flagrant violation of safety rules or such carelessness regarding safety that it causes an accident to yourself or a fellow employee
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9.
Insubordination, use of profane or abusive language, physical abuse to supervisory personnel

10.
Falsification of employment applications or falsification of production records, time sheets, or similar internal records

11.
Punching another employee's time sheet

12.
Neglect in the care and use of company property

13.
Reporting to work under the influence of illegal drugs or liquor or possessing or bringing intoxicating beverages or illegal drugs 
onto the company premises

14.
Moonlighting on another job without approval of your supervisor

15.
Unauthorized removal of company property

16.
Making false, vicious, profane, or malicious statements concerning any employee, the company, or its products

17.
Falsifying or withholding testimony when accidents or other incidents in the plant are being investigated

18.
Sexual harassment

19.
Sleeping on the job

20.
Absence of three consecutive workdays without notification

21.
Making unauthorized long distance calls

 

Sample Policy 3

The greatest asset (name of company) has is an outstanding group of dedicated employees. Our employees contribute significantly to the 
successful operation of (name of company). Each employee's standard of living and security are closely related to the success of (name of 
company). Such a relationship creates mutual responsibility and mutual duty. (Name of company) is constantly seeking to establish and utilize 
fair standards for evaluating work performance and to reward outstanding employees for their achievements. (Name of company) also accepts 
the responsibility to help improve employees whose work performance and efficiency have fallen below established standards.

The work rules that follow in the next section of our handbook and the progressive discipline system described in this section have been 
established to promote and improve efficiency and productivity.

We sincerely hope that the procedures in this section will not have to be used, but we are prepared to deal with any significant employee 
problems. We believe that employees prefer to know the consequences of their actions and not be kept in the dark on such matters. We also 
believe that the only way to ensure fair and consistent treatment of each employee is to have a written policy that is known by all employees.

The Progressive Discipline System: The following four-step disciplinary system will be imposed when an employee violates a company rule or 
policy or has a significant performance problem:

1.
Correction: Oral warning

2. Reprimand: Written warning

3. Punishment: Suspension without pay (hourly employees)

4. Termination
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The first violation of a company rule or policy (unless classed as a highly serious violation) will result in an oral warning (step 1). A second 
violation within three months of the first violation will result in a written warning (step 2). A third violation within six months of the second 
violation will result in a suspension without pay (step 3). The length of the suspension will depend on the severity of the violation. Finally, a 
fourth violation within one year of the third violation will result in immediate termination of the employee without notice, severance pay, or 
accrued vacation pay (step 4).

The purpose of this progressive discipline system is to correct undesirable behavior and to motivate an employee to become more productive and 
efficient. This is why the first step is called "correction." The first step is to provide counseling to explain the problem to the employee and to 
describe why and how the problem must be corrected. We feel that a mature person should respond positively to this action and not need 
additional discipline.

A general exception to these procedures will occur if there is a very serious or highly serious violation of a company rule or policy. In this 
situation, steps 1 and 2 will be omitted and, depending on the severity of the violation, suspension without pay (step 3) or termination (step 4) 
will be imposed immediately.

As a guide, company rules have been divided into three classes: serious, very serious, and highly serious. These work rules and grounds for 
discipline or discharge are listed in the next section of this handbook.

Removal of Disciplinary Actions from Record: An employee may remove disciplinary actions from his or her record by achieving a good record 
for a certain number of months after a disciplinary action. An oral warning can be removed from an employee's record after a three-month period 
in which the employee does not violate any company rules. To have a written warning removed from an employee's record, the employee must 
have a period of six months with no violations. To have a suspension removed from an employee's record, a period of one year with no 
violations is required.

Sample Policy 4

It is our belief that the highest type of discipline is that which originates within the individual employee. Self-discipline in the employee group is 
the company goal; however, for those occasional instances where self-discipline and mutual cooperation do not prevail, supervisors will take 
corrective actions, subject to the employee's right of appeal.

Types of disciplinary action. It is the company policy to recognize and apply three forms of disciplinary action:

1.
Written warning

2. Suspension, either (a) without pay and without work (hourly employees) or (b) with pay and with work (working suspension) 
(hourly or salaried employees)

3. Discharge
 

Oral warnings may be given by a supervisor as a matter of information and training, but such warnings will not be considered formal discipline.
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Discipline for a particular offense is normally an initial written warning followed by suspension without pay and, finally, discharge for 
recurrence of the same or a similar offense.

However, a working suspension may be given when the offense is failure to meet financial obligations that causes the company to become 
involved, since loss of pay in this case would only make the situation worse. A working suspension may also be given for absenteeism, since a 
suspension from work would only result in the company's being further deprived of the employee's services. There may be other circumstances 
in which the discipline would be a working suspension.

For the purposes of progressive discipline, there is no difference between the two types of suspension just listed for disciplinary record purposes. 
Discipline may progress from either form of suspension to another suspension or to discharge, depending on the circumstances and the offenses.

Whether or not the employee has received any prior discipline of any kind, suspension or discharge may be imposed when the seriousness of an 
individual offense and/or the employee's accumulated employment record indicates that such action is required.

Generally, a suspension given as discipline will be of not less than three working days. In instances where it is appropriate for the employee to be 
off the company property immediately while the company investigates the incident, as in suspected theft, fighting, or gross insubordination, the 
employee may be suspended without pay for more or less than three days while investigation of the incident proceeds. After completion of the 
investigation, a final decision on discipline is reached and the employee notified.

Sample Policy 5

We believe discipline is not meant to be punishment in any way. However, when it becomes necessary to change an employee's performance or 
behavior from unacceptable to acceptable, our Progressive Discipline Policy enables us to endeavor to do so in a fair and consistent way. When 
management determines disciplinary action is appropriate, actions will be taken according to (name of company)'s Progressive Discipline Policy.

Normal steps in the disciplinary process are outlined here. However, based on the seriousness of the offense, management may enter into any 
level of disciplinary action or termination.

1.
Verbal correction. The supervisor will provide a verbal correction to the employee. A written record of this correction will be 
placed in the employee's personnel file.

2. Written correction. If the employee does not correct his or her behavior, the supervisor will consult with higher management and 
prepare a written correction. The employee will be asked to sign the correction indicating receipt of a copy, and a copy will be 
placed in the employee's personnel file.

3. Suspension without pay. If the written correction does not ameliorate the problem, an hourly employee may be suspended without 
pay for a minimum of three days. This suspension without pay must have the approval of the President.
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4.
Termination. When all other means of discipline have been used, or when the offense justifies such action, the employee may be 
terminated. The supervisor may recommend termination of employees. Recommendations will be reviewed by the management, 
who will determine the action to be taken.

 

If the employee feels the termination is unfair, he or she may request a meeting with the President to discuss the termination. Based upon this 
discussion, the President will make a final determination in the case.

Management reserves the right to enter into any level of disciplinary action or termination based on the severity of the offense and the 
employee's past work record.

Sample Policy 6

The company wants to provide a good work environment for all employees. This desire is expressed in many forms: safe working conditions, 
maintenance of facilities and equipment, equitable wage structures, and progressive benefit programs. In turn, it is reasonable to expect a good 
productive effort and the recognition of responsibility on the part of employees.

Each of us has the responsibility to our fellow workers to conduct ourselves according to certain rules of good behavior and conduct. In any 
business, some rules are needed to help everyone work together by letting employees know what they can and cannot do. We expect our 
employees to follow our company rules and to show good behavior and efficiency. For these reasons, we have included in our handbook a 
number of work rules. You are expected to read, understand, and follow these rules in your day-to-day work.

Disciplinary action, whether verbal or written, is taken only for the purpose of correcting someone for doing something wrong. Having to 
dismiss an employee is distasteful for everyone, and we try to work with our employees to avoid such action. However, failure to follow our 
work rules is against the best interest of our other employees and our company and usually leads to dismissal. In every case where disciplinary 
action is being considered, you will be given every opportunity to explain your side of the story. Should you have any questions at all concerning 
any work rule listed, please see your supervisor.

In order to be absolutely fair, we have what we call a ''washout" period for certain disciplinary actions. We believe that employees' mistakes with 
the company should not haunt them for years afterwards unless there is a consistent pattern of similar or related problems. Therefore, after an 
employee has made a "mistake," we will "wipe the slate clean" if no more rule infractions occur within twelve months from the date of the last 
rule violation.

Our rules are basically common sense, requiring conduct acceptable to a customer-service-oriented employment environment. When these 
commonsense practices are violated, disciplinary action may be taken. While the following list is not all inclusive, some of the violations that can 
result in disciplinary action, including discharge, are as follows:

(List of Rules)
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Violations of company policies outlined within other sections of this handbook or habitual offenders of various 
company rules will be dealt with by written correction to dismissal, depending upon frequency and nature of offense.

Should you ever be considered for disciplinary action, you may be assured that your case will be fully investigated and 
reviewed before final action is taken. In certain serious cases, a supervisor may suspend an employee from work 
pending review and final determination of the circumstances involved.

Personal Mail

Sample Policy 1

The handling of personal mail is not a company responsibility.

Should mail be received that is specifically addressed to an employee, the company will release it to the employee. 
However, since it is sometimes difficult to distinguish personal mail from business mail, the company reserves the right 
to open any and all mail received. Should the employee not be at work to receive his or her personal mail, the company 
reserves the right to open such unclaimed mail on the premise that it could contain a business communication.

The company cannot and will not assume any responsibility for the contents of personal mail.

Sample Policy 2

The handling of personal mail is not a company responsibility. The company cannot and will not assume any 
responsibility for the contents of personal mail.

Since we use a postage meter for outgoing mail, we do not have postage stamps available for any employee to purchase. 
On special occasions personal first-class mail on which you have affixed the correct amount of postage may be placed 
in the outgoing mail in the shipping department.

Sample Policy 3

All personal mail should be received by the employee at his or her home. In the normal operation of business, however, 
incoming mail is frequently addressed to individual employees. While this practice is not desirable, every effort will be 
made to deliver the mail to the proper party. It should be remembered, however, that all business mail is opened upon 
receipt.

E-Mail

Sample Policy 1

(Name of company) utilizes electronic mail in order to conduct business in a quick and efficient manner. Also, as a 
benefit, (name of company) allows employees to send limited personal E-mail messages to friends and family. Every 
employee with access to electronic mail at (name of company) is responsible for seeing that the E-mail system is used 
properly and in accordance with the following policy. Questions
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concerning the this policy should be directed to either the Human Resources Department or the Network Administrator.

1.
The E-mail system is part of the business equipment and technology platform and is to only be used for Company purposes. 
Personal business is to be limited to lunch or before or after work and must be in compliance with the rest of this policy.

2. Information and messages that are sent or received via E-mail are to be disclosed only to authorized individuals.

3. There is no personal privacy in any matter created, received, or sent from the E-mail system. (Name of company), in its discretion, 
reserves the right to monitor and to access any matter created, received, or sent from the E-mail system.

4. Messages sent during working hours should be sent only with good business reason for doing so. Copies should be forwarded only 
for good business reasons.

5. Every employee with E-mail has a password to access the account. Every employee is responsible for messages that are sent from 
his or her accounts. Do not share your E-mail password with anyone. Your account can be accessed by the network administrator at 
any time for verification that information being created, received, or sent via the E-mail system is being created, received, or sent 
for good business reason and to check that personal E-mail is not being sent during working hours and that the information 
contained within personal messages does not compromise, libel, or slander (name of company) in any way.

6. All E-mail (personal and business) must follow the company policy banning solicitation and distribution. Chain letters, pyramid 
schemes, and other solicitations are taken very seriously by (name of company). Employees found to be in violation of this policy 
may be terminated immediately.

7. No E-mail (personal or business) that constitutes intimidating, hostile, or offensive material on the basis of sex, race, color, 
religion, national origin, sexual orientation, or disability should be created, sent, or received. (Name of company)'s policy against 
harassment applies fully to the E-mail system, and any violation of that policy is ground for discipline up to and including 
immediate dismissal.

8. Information that is considered sensitive, highly confidential, or proprietary is not to be sent over the E-mail system without first 
being encrypted. The E-mail system is not a secure one-way communication tool, and information sent over it may be intercepted 
and read by unauthorized individuals. Employees must take every precaution to protect proprietary and confidential information 
about our company and our (clients/customers). Encryption keys and instructions on encrypting files and messages may be obtained 
from the Network Administrator.

9. Employees who become aware of misuse of the E-mail system should promptly contact either the Human Resources Department or 
the Network Administrator.

 

Visitors

Sample Policy 1

Visitors are not allowed in the plant without special permission from management. All visitors must be registered at the reception desk and must 
prominently display
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a visitor's badge, with which they will be provided. It shall be the responsibility of departmental supervisors to see that no visitors are permitted 
in their departments without displaying a visitor's badge.

Sample Policy 2

We like to be friendly, hospitable, and cooperative with people who wish to visit our plant and see how things get printed. That includes outside 
groups such as clubs and school classes, and it also includes small parties of friends and relatives of our employees.

However, for the safety and convenience of everyone concerned, as well as for the efficiency of plant operations, we must follow certain 
guidelines relating to visitors:

1.
No visitors are permitted in production areas or beyond the front office without the explicit approval of management and without an 
escort provided by or authorized by the company.

2. If an employee (or outsider) wishes to host or escort a tour group in the plant, he or she must contact management as far in advance 
as possible to allow for adequate preparation and a minimum of disruption to normal operations.

3. An employee bringing visitors into the plant must do so on his or her own time and must escort them personally (unless other 
arrangements have been approved in advance by the management).

4. An employee escorting personal guests in the plant will be responsible for the visitors' safety and for the control of children.

5. Any visitors who create a disturbance or who act in any way that endangers their own safety or that of others will be asked to leave 
the plant immediately.

6. All visitors must enter through the front office. The employee plant entrance and the shipping/delivery entrance are for use only by 
employees and authorized service personnel.

 

Unplanned visits or emergencies:

All visitors, including employees' family members, who wish to see an employee during working hours, either for personal or for business 
reasons, must first check in at the front office. Depending upon the circumstances of the visit, office personnel will either deliver a message to 
the employee or arrange for a personal meeting outside the production area.

If a visit involves an emergency, the employee will be notified immediately, and both the employee and the visitor will receive all possible 
cooperation from management and appropriate company personnel.

Sample Policy 3

We encourage members of your family to visit our plant during the week and to tour the facilities. If you desire to take your family through the 
plant, you may conduct a
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tour during normal business hours, before or after your regularly scheduled shift or on Saturday when the plant is open. 
Please be sure that all visitors register with the receptionist in the lobby and are issued visitors' passes.

All visitors, including customers and salesmen, are required to register in the office lobby and receive permission to 
enter the plant, generally accompanied by an escort. Occasionally groups tour the plant but always with the prior 
approval of management, which also provides a guide. Entrance at unauthorized doors or times is not allowed.

Company tours are available through the personnel department for printing industry related groups.

Sample Policy 4

Employees are expected to remain in their work area during working hours, and the visiting of other employees, except 
on company business, is discouraged. Visits to employees by persons outside the company for nonbusiness purposes 
during working hours, except when absolutely necessary, is also discouraged.

Our visitors, no matter how much we like them, do disrupt business. Remind your friends and relatives that unless there 
is an emergency involved, they should not disturb you while you are working. Former employees, or those employees 
on leave of absence, are requested not to disrupt bank operations by disturbing employees while they are working.

Radios, Televisions, And Newspapers

Sample Policy 1

Radios are allowed in certain plant areas where the type of work makes it practical. Radios must be tuned to music only, 
and volume is to be kept down so as not to disturb people.

Personal headset-type radios are not to be used. They could present a safety hazard by distracting an employee from 
concentrating on his or her duties.

At no time are sporting events allowed to be broadcast over plant radios. This rule applies to all departments and to all 
shifts. Management reserves the right to prohibit all radios if the privilege is abused.

Sample Policy 2

(Name of company) expects its employees to devote their full attention to the successful execution of their job duties. 
Because of this, radios and televisions will not be permitted in the plant except in unusual cases with the specific 
authorization of management.

Newspapers and magazines (other than trade publications) will be allowed only in the lunch room and may be read 
during those times when the employee is allowed to be in the lunch room. Pornography will not be allowed in the plant 
under any circumstances.
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Sample Policy 3

Customers' impressions of our work areas and habits may determine future continued business from them. For this reason, it is important that 
there be no distractions from the work at hand.

1.
No radios or other sound systems are permitted.

2. No newspapers or other reading matter will be brought into or read in the production area.
 

Rumors

Sample Policy 1

Rumors are always destructive to all concerned and benefit no one. For information about the company or about things that are being done that 
you think will affect your job, ask your supervisor. Please feel free to do this. Don't depend on rumors; get the facts.

You are expected to discourage the practice of starting or spreading rumors and to refrain from being a party to such actions.

Sample Policy 2

Whenever large numbers of people are working together, there are those who like to listen to rumors. Most rumors are misleading and become 
increasingly inaccurate as they pass from person to person. (Name of company) follows the policy of promptly notifying all personnel of 
information of general company interest. Please be careful to avoid spreading rumors, and contact your supervisor if you hear information that 
you wish verified.

Sample Policy 3

During the course of anyone's employment, much information travels through the grapevine. (Name of company) is no exception. 
Traditionally, this information is more misleading than informative, often causing employees to become upset unnecessarily. To avoid this, 
always obtain accurate information from your supervisor, manager, or Personnel Department about any rule or job-related issue. If you have a 
question, please ask management. If we don't know, we'll find out for you. Accurate information is important and useful. Misinformation is 
useless and can lead to unnecessary problems.

Discharge Procedures

Sample Policy 1

Discharges are always unpleasant and costly, so you can be sure that they won't be considered lightly. If, however, discharge becomes 
necessary, advance notice may or may not be given, depending on the circumstances surrounding the termination.
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No unused vacation or personal leave credits will be paid in the event of termination of your employment. If you believe that you have been 
treated unfairly with regard to your termination, you have a right to an interview with the Personnel Officer, you Supervisor, or the President.

Sample Policy 2

If an employee's performance is unsatisfactory due to lack of ability or failure to fulfill the requirements of the job, the employee will be notified 
of the problem, and his supervisor will work with him to correct the situation. If the employee's failure is due to a mismatching of person and 
job, every effort will be made to find a more suitable job.

If this does not succeed, the employee will be dismissed. If you are dismissed, and we certainly hope nothing like this ever happens, a full 
explanation of the reason will be given to you by your supervisor. We will take all steps necessary to work with you to correct or rectify a 
situation before taking the step of dismissal. If you believe you have been treated unfairly, you have a right to an interview with the President. 
Advance notice is not given in discharge cases or to those employees terminated during their orientation period.

Sample Policy 3

It is the policy of (name of company) to process termination of employees according to standardized personnel procedures to ensure consistent 
and equitable treatment.

A.
Voluntary Termination

In the event of resignation, advance notice of two weeks for hourly employees and four weeks for salaried employees is requested. 
Resignation for good cause can be allowed with less notice.

B. Involuntary Termination

Should it be found necessary to terminate your employment because of a permanent reduction in personnel needs or your inability 
to do your job successfully, you will be given advance notice of at least two weeks for hourly employees and four weeks for 
salaried employees, or the equivalent in termination pay.

 

Neither advance notice nor termination pay will be granted if you are discharged for an infraction of the employer's rules or policies. The 
termination pay provisions are applicable only to employees who have completed one year of continuous employment.

Any vacation or personal time due you upon the date of notification of termination will be allowed. Your insurance benefits will be paid by 
(name of company) until the end of the month during which your termination is consummated.

All terminating employees, whether voluntary or involuntary, will have a scheduled exit interview, if at all possible, with the Personnel Director. 
The purpose of this interview is to be certain that the reasons for the employee's termination are not founded on a misunderstanding and to allow 
Personnel to gather any information that may improve future working conditions at (name of company). This interview
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will also be used to detail exactly what compensation the employee will receive or has coming and when termination of 
benefits will occur.

Resignation Procedures

Sample Policy 1

You will receive pay for the vacation time due to you when you leave the company if you are released through no fault 
of your own and have six months' service, or you give at least two weeks' notice and have six months' service. An 
employee who gives less than two weeks' notice forfeits all vacation money.

On the last day of employment, you should report to the Personnel Department to return any company property you may 
have and to receive an explanation of your status as it relates to company benefits. Final pay arrangements will be 
discussed at that time.

Sample Policy 2

An employee who desires to terminate his or her employment must give his or her supervisor two weeks' written notice 
in order to receive accrued vacation pay. All other benefits are terminated on the last day of employment.

If an employee terminates his employment with (name of company) and at a later date wishes to return, he will be 
treated as a new employee.

Sample Policy 3

Occasionally, personal affairs result in an employee's decision to change jobs. In such cases, you are expected to give 
your supervisor at least two weeks' notice. Advance notice will allow us time to adjust working schedules and secure a 
replacement. This act of courtesy will be entered favorably on your employment record. Employees who leave in good 
standing are given consideration if they wish to return to work at a later date.

Sample Policy 4

Sometimes personal affairs force a change in jobs. Should you decide to resign, you are expected to notify your 
supervisor at least two weeks in advance. This courtesy will allow time for adjustment of work schedules and will be 
acknowledged in future references and rehiring decisions.

Sample Policy 5

Those employees who resign and fail to give and work out proper notice (two weeks) forfeit all accumulated vacation 
benefits that may be due.

Exit interview. An exit interview may be conducted for anyone who leaves our company. This exit interview is held for 
your advantage because we want to give you complete information on how you can protect your group insurance 
benefits.
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Also, we will want to have your honest opinion on our company policies; your comments may lead to improvements.

Your final paycheck will be ready and mailed to you on the next regular payday for the immediate past period worked.

5.10 
Complaint and Grievance Procedures

a 
Observations and Recommendations: Solving On-the-Job Complaints With Formalized Complaint/Grievance 
Procedures

A formal grievance procedure is an effective way for an employer to keep workers content in their jobs. It acts as a 
"safety valve" for both management and employees.

Good employee relations are based on employees' belief that their employer gives them a fair deal, not only in pay, 
hours, and benefits but also through reasonable work rules, consistent discipline, unbiased supervision, and appropriate 
treatment on the job. As a wise executive, you strive to establish policies and practices that emphasize the employer's 
fairness. But the managers and supervisors who administer policies to the rank and file can't always be perfectly 
impartial. Errors in judgment, misunderstandings, and other human shortcomings are bound to enter the picture. The 
result is real or imagined injustices from your employees' point of view.

And remember, it doesn't matter whether an employee actually suffers an injustice or only thinks so. Goodwill is 
damaged either way unless there is a chance to air the complaint and seek relief from higher management. A formal 
grievance procedure guarantees your employees a fair shake by providing a channel for appeal that goes all the way to 
the top.

The goal of a grievance procedure is not to eliminate grievances but to provide for a prompt, friendly, and mutually 
satisfactory settlement of differences between management and employees. If your grievance system meets these 
criteria, you can be sure it will pay off your investment of effort many times over.

Publishing Grievance Procedures in the Employee Handbook

It is not necessary to create an elaborate grievance or complaint-handling procedure, but it should be in writing as a 
benefit to supervisors and employees. Use your employee handbook or bulletin boards to explain what your policy is, 
why it is beneficial, and how it works.
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The number of steps in the formal grievance procedure is important. A good system provides for orderly appeal up through successive levels of 
management.

The first step involves informal discussion of the problem between the employee and his or her supervisor. If agreement is not reached, the 
grievance is reduced to writing and progresses to the next step.

The number of succeeding steps will depend on your organizational structure. Typically, there are two or three steps, with the president, owner, 
or senior administrative person making the final decision.

Be sure to set a time limit within which a grievance must be filed and target dates for action at each step. Otherwise, long-forgotten complaints 
may be revived to plague you, or there may be undue delays in progress toward a mutually satisfactory conclusion.

The key to the effective adjustment of employee problems lies in the attitude of the supervisors as they reflect the attitude and philosophy of their 
employer. If a supervisor is willing to listen to an employee's complaint and take action, when it is legitimate, grievances will not be too much of 
a problem.

Guidelines for Supervisors

1.
An employee has the right to talk to his or her supervisor about a problem, real or imagined, and the supervisor is responsible for 
listening with interest and attention.

2. When an employee has a justified complaint, the supervisor should take immediate remedial action. If such an action cannot be 
taken, an acceptable explanation should be given.

3. A supervisor should never promise action and not follow through. An employee who is left in a state of uncertainty is likely to be 
one whose grievance will grow and fester.

 

All grievance machinery, even the most elaborate, is based upon these simple maxims. They are a practical application of the Golden Rule.

No nonunion grievance procedure will work unless it has the wholehearted backing of top management. It must be clearly understood that the 
successful resolution of employee complaints is an integral part of each manager's job duties.

Training the Managers

The following points should be included in training managers to settle employee complaints and grievances effectively and to promote more 
harmonious employer-employee relationships:
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1.
To an employee, a grievance, whether real or imaginary, is a grievance in any case and requires fair, open-minded, patient, and 
considerate treatment.

2.
The immediate supervisor of the employee is the first person to whom a grievance should be taken.

3.
The grievance procedure allows an employee to appeal or take a grievance to a higher supervisory level if the problem is ignored, 
neglected, or unfairly handled, or if the request is refused by the immediate supervisor.

4.
Every employee should know that there is a right to state a grievance and that your personnel procedures assure this right.

5.
When employees have complaints or grievances, the supervisor should listen sincerely, get the employee's explanation or view of 
the facts, withhold immediate judgment or snap decisions, discuss the grievance in private, and take prompt action on the problem.

6.
In dealing with an employee complaint or grievance, the supervisor should discuss, not argue; be friendly, not antagonistic or 
defensive; and avoid any implication or threat of retaliation because the employee has voiced a complaint or grievance.

7.
Whether or not the grievance is justified, the employee should receive a timely decision and an explanation of the basis of the 
decision.

8.
If someone is at fault or has made a mistake, it should be frankly admitted and action taken to make amends.

9.
Don't pass the buck in accepting a grievance, in acting on a grievance, in explaining the decision, or in saying no when justified by 
proper review. If you lack the proper authority to handle the grievance, get the answer from one who does have the authority.

10.
Give a fair hearing. Judge the employee's story objectively. If a past action of yours has been unintentionally unfair, admit it, and 
set the situation straight. You will gain the respect of the employees by doing so.

 

Maintain a file of grievances and complaints, and document all final answers and solutions made in settlements. Review this file periodically, 
and take action to remove or correct all possible areas of vulnerability to overall job satisfaction and high morale.

Exhibit 5-2 shows a very basic complaint procedure. You will have to substitute appropriate titles in the steps to apply to your own operation.
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Exhibit 5-2. A Sample Complaint Procedure ____________

Your complaints or problems are of concern to us. It will always be our policy to let an employee tell his or her side of the story and give full 
consideration to the problem or complaint. If you follow these steps, no one will criticize or penalize you in any way. Remember, the only way we 
can help you answer your questions or solve your problems is for you to tell us about them.

1.
If you have a complaint to make or if you feel that any action by your employer or supervisor is unjust, go to your immediate 
supervisor about it. That person knows more about you and your job than any member of management and is the best position to 
handle your complaint properly and quickly. Be sure to talk with your supervisor within two consecutive workdays. If the problem or 
complaint you have is with your supervisor, you may omit Step 1 and go directly to Step 2.

2. If you have not received a satisfactory answer or settlement from your immediate supervisor, you will be allowed five days to refer 
your problem in writing to your department manager. You may obtain assistance from the Personnel Office in preparing the written 
presentation of your problem, and you may then present your problem to the department manager, who will give you an answer with 
five days of your presentation.

3. If you are not satisfied with the recommendation provided by your department manager, you will have an additional five days to 
request an appointment for a personal interview with __________, who will discuss the problem with you and review all aspects of it 
thoroughly. The __________ will respond within five days of the personal interview. Any decision rendered by the __________ must 
be regarded as final and binding.

 

Please remember that the only purpose of our complaint procedure is to give us an opportunity to clear up any problems or complaints of any kind. 
In order for this complaint procedure to work, you must want it to work and use it. It is for your benefit. When things go wrong, we would like to 
have a chance to correct them if we can. 
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b 
Employee Complaint and Grievance ProceduresChecklist

The following checklist can be used to help determine the various subjects to include in your handbook. Sample handbook statements covering 
many of the items in this checklist appear in this section. They can be used to help draft your personalized employee handbook statements.

Our Employee Handbook Should Include:

1. A definition of the term ''grievance" Yes___ No___ Maybe___

A. What is a grievance? Yes___ No___ Maybe___

B. What is not a grievance? Yes___ No___ Maybe___

2. Steps to be followed in the grievance procedure Yes___ No___ Maybe___

A. Number of steps or levels in the procedure Yes___ No___ Maybe___

B. Defining the parties involved at each step of the procedure Yes___ No___ Maybe___

3. Defining time intervals for each step of the procedure in which a decision is to be made and between 
steps of the procedure

Yes___ No___ Maybe___

4. Policy stating that a grievance will be considered settled if not presented to next higher step within 
established time limits

Yes___ No___ Maybe___

5. Policy requiring grievances to be written out Yes___ No___ Maybe___

A. Recommended form and number of copies Yes___ No___ Maybe___

B. Type of information to be included in written grievance Yes___ No___ Maybe___

6. If organized, policy statement defining union representatives who have the right to investigate and assist 
in the settlement of employee grievances at various steps of the procedure

Yes___ No___ Maybe___
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7.
Policy statement on establishing grievance sessions during workday or after working hours Yes___ No___ Maybe___

8.
Policy statement on how employees are paid for time spent in processing grievances Yes___ No___ Maybe___

9.
Payment for time spent in processing grievances to apply under which situations? Yes___ No___ Maybe___

A.
Grievance sessions during working hours Yes___ No___ Maybe___

B.
Grievance sessions after working hours Yes___ No___ Maybe___

C.
Grievance sessions at specific steps of the grievance procedure Yes___ No___ Maybe___

D.
Grievance session called only by management Yes___ No___ Maybe___

10.
Policy statement requiring employee union representatives to obtain prior approval of supervisor in 
charge of department when representatives wish to investigate the grievance

Yes___ No___ Maybe___

 

c 
Sample Policies

Complaint Procedures

Sample Policy 1

It is our purpose to provide an effective and acceptable means for employees to bring problems and complaints concerning their work and their 
well-being at work to the attention of management. For that reason, a formal grievance procedure has been established for the benefit and use of 
(name of company) employees.

1.
Definition of Grievance

A grievance is any condition of employment that the employee feels is unjust or unfair or thinks should be brought to the attention 
of company management. To ensure prompt attention, grievances should be submitted within five working days of the event that 
prompted the grievance.

2. Procedure

a. Any grievance must first be given orally or in writing to the employee's
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immediate supervisor. The employee should submit the grievance personally but may ask a fellow employee to appear with him 
or her.

b. If the grievance was not written out by the employee, it should be written by the supervisor for permanent record. Grievances 
must be signed by the supervisor and the employee.

c. The employee's supervisor will attempt to resolve the question and must respond within two working days in writing describing 
the steps taken to correct the problem. If the employee's superviser cannot settle the grievance, the supervisor will submit a 
written response to the Personnel Manager for review. The Personnel Manager will follow the grievance through to a final 
solution, taking it to the President of the company for final arbitration if necessary.

d. If the employee does not feel comfortable submitting the grievance to his or her immediate supervisor, the employee may submit 
the grievance directly to the Personnel Manager after receiving the supervisor's permission. The Personnel Manager will then 
write out the grievance and discuss it with the employee's supervisor before taking it to a final solution.

 

Sample Policy 2

The following equity procedure is established to provide a means of appeal from a decision, company policy, personal treatment, etc. (Name of 
company's) long history of fair dealings with employees, as well as the existence of these formal steps, ensures fair and equitable consideration 
of all complaints or grievances that may arise within a reasonable amount of time.

Follow the sequence outlined below to take advantage of the procedure:

Step 1.
Discuss the situation with your immediate supervisor. If you feel the problem is of such a nature that you cannot do so, take 
the matter to the Director of Personnel. This should be done at a time that will cause no disruption to the flow of work. In most 
instances, you will receive an answer within three working days. All decisions come through the supervisor involved and not 
through the Director of Personnel. If you consider the decision unreasonable or unfair, you may discuss it further with the 
Director of Personnel. Most problems are settled through this initial step, but if you are still dissatisfied, you may appeal the 
decision through Step 2.

Step 2. Make an appointment through the Director of Personnel to discuss the matter with your supervisor's immediate superior, who 
will consider it and give an answer within three working days. If the problem is still not resolved, you may follow the 
procedure as outlined in Step 3.

Step 3. All complaints taken beyond Step 2 must be in writing and signed. If you need assistance, the Director of Personnel or your 
supervisor will prepare a written summary of the situation and give it to you for your approval and signature. The Director of 
Personnel will submit the matter to the member of the management committee responsible for your area of work, who will 
review the situation and discuss it with you and render a decision within three working days.

Step 4. A final appeal may be made to the President of the company if there is a question of discrimination, legality, or company 
policy. The Personnel Department will submit the matter to the President of the company, who will review it and
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deliver in writing a final decision within ten working days. If you wish at this point to discuss the matter with the President 
personally, arrangements will be made by the Director of Personnel for you to meet with him as soon as it is mutually convenient.

 

The company is eager to take care of complaints before they become major problems for either you or (name of company). For this reason, we 
urge employees to bring any disturbing matters to management's attention through the equity procedure as outlined.

Sample Policy 3

Management intends that you shall receive fair and equal consideration of problems or misunderstandings that may arise in connection with your 
job. If you are a regular nonexempt, nonsupervisory employee not represented by a union, the following paragraphs outline the action you should 
take in order that your problem or misunderstanding will receive proper attention.

First: If you have a problem or misunderstanding that affects your job, take it up with your supervisor within five working days of its 
occurrence. Your supervisor will give you an opportunity to discuss the matter fully and will give you an answer within three working days after 
the discussion. The majority of such problems will be of such a nature that they can be settled between you and your supervisor with mutual 
satisfaction.

Second: In case the problem or misunderstanding cannot be settled satisfactorily between you and your supervisor, you should describe your 
problem in writing and submit it to your department head within three working days after receiving your supervisor's response. Your department 
head will meet with you within three working days after receipt of your request and will give you a written answer within three working days 
after the meeting.

Third: If further review is needed, the written grievance should be submitted to your Division or Plant Manager or General Office Department 
Head, whichever is appropriate, within five working days after the receipt of the reply in the second step. Your Manager or General Office 
Department Head will meet with you within five working days after receipt of your request and will give you a written answer within five 
working days after the meeting.

Fourth: If the problem or misunderstanding cannot be satisfactorily resolved by the Division or Plant Manager or General Office Department 
Head you may submit it to the President within five working days after receiving the third-step answer. The President or a designated 
representative will meet with you within ten working days after the receipt of your request and will provide you with a written answer within five 
working days after the meeting. The object of the procedure is to obtain a complete understanding of the problem and to try to reach a settlement 
at the lowest supervisory level.

Sample Policy 4

Your complaints or problems are of concern to us. It is our purpose to provide you an effective and acceptable means of bringing your problems 
and complaints concerning
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your well-being while at work to our attention. For your benefit, we have established a Complaint Procedure to be used by all employees.

It will always be our policy to let employees tell their side of the story and to give full consideration to their problem or complaint. There will be 
no discrimination against anyone for presenting a complaint or discussing a problem with supervisors or anyone in our management. If you follow 
these steps, you will not be criticized or penalized in any way.

Please remember that the only purpose of our complaint procedure is to give you, our fellow employees, and the company an opportunity to clear 
up any problems or complaints of any kind. In order for this open door complaint policy to work, you must want it to work and use it. It's for your 
benefit. Our door is always open. When things go wrong, we would like to have the chance to fix them if we can.

Steps to Take:

Step 1:
If you have a complaint to make or if you feel that any action by the company or supervisor is unjust, talk to your supervisor 
about it. Your supervisor knows more about you and your job than any other member of management and is in the best position 
to handle your complaint properly and quickly. Be sure to talk with your supervisor within five workdays of when the incident 
occurred. Your supervisor will make every effort to satisfy your problem or complaint within three working days. If the problem 
or complaint you have is with your supervisor, you may omit Step 1 and go directly to Step 2.

Step 2: If you feel your supervisor has not answered your complaint to your satisfaction, you should refer your problem in writing to 
your department manager within five days of receiving your supervisor's response. Your department manager will provide you 
with an answer within five working days of your presentation.

Step 3: If you feel your department manager has not answered your complaint to your satisfaction, you will have an additional five days 
to request an appointment for a personal interview with the President, who will discuss the problem with you and review all the 
aspects thoroughly. The President will respond within five days of the personal interview. Because the responsibility for the 
operations of the association is the President's, any decision rendered in a problem situation by the President will be final and 
binding.

 

Sample Policy 5

Your complaints and problems, large and small, are of concern to us. For this reason we have provided for you an effective means to bring your 
problems and complaints to the attention of company management. This Problem-Solving Procedure is described in this section.

It will always be our policy to let you tell your side of the story and to give full consideration to your problem or complaint. There will be no 
retaliation against you for your part in presenting a complaint or in discussing a problem with your supervisor with any other member of 
management. If you follow the steps outlined, no one will criticize you or penalize you in any way. The sole purpose of this Problem-Solving 
Procedure is to help you work out any complaint or problem you have to
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the satisfaction of both you and the company. Remember, the only way we can help you answer a question or solve a problem is for you to tell us 
about it.

Problem-Solving Procedure

Step 1:
If you have a complaint or if you feel that any action by the company or company management is unjust, talk to your immediate 
supervisor about it. Your supervisor knows more about you and your job than any other member of management. He or she is in 
the best position to handle your complaint or problem properly and quickly. If you are concerned about a specific action or 
situation, you should discuss the problem with your immediate supervisor within two workdays of its occurrence. (If your 
complaint or problem involves your supervisor, you may skip Step 1 and begin with Step 2.)

Step 2: If the response you receive from your supervisor is not satisfactory to you, you may then take your complaint in writing to the 
Production Manager. You should do so within two working days of receiving your supervisor's response. The Production 
Manager will make every effort to give you a satisfactory answer within two working days after receiving your written 
complaint.

Step 3: If the response which you receive from the Production Manager is not satisfactory to you, you may then take your complaint to 
the Plant Manager. You should do so within two working days of receiving the Production Manager's response. The Plant 
Manager will make every effort to give you a satisfactory answer within two working days after receiving your written 
complaint.

Step 4: If, after receiving an answer from the Plant Manager, you are still not satisfied, notify the company President. The President will 
review your problem carefully and will give you an answer within five working days after receiving it. This answer will be final.

 

Please remember that the only purpose of the problem-solving procedure is to give you, your fellow employees, and the company an opportunity to 
clear up any problems or complaints. In order for this problem-solving policy to work, you must want it to work and use it. It is for your benefit. 
When you feel that things have gone wrong, we would like to have the chance to fix them if we can.

Any employee who desires assistance with this problem-solving procedure is invited to contact the Personnel Manager.

Sample Policy 6

When you perceive things going wrong or when you have a question or a problem, you can expect to receive fair and objective consideration and 
answers without reprisal in an attempt to resolve your specific concern. This includes questions or problems concerning safety, compensation, fair 
treatment, supervision, discipline, policies and practices, or working conditions.

The formal procedure for seeking a solution to your complaint is as follows:

1.
First, consult with your immediate supervisor. Most employees find that personal concerns can be resolved satisfactorily by 
discussing them with their supervisor.
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23.
You should find your supervisor's answers to your complaint or problem completely satisfactory. However, if you are not satisfied 
that your supervisor has considered all the facts in your situation, you may choose to discuss the matter further. You may request a 
meeting first with your department head and then with the appropriate management committee member.

4.
If you are not satisfied with the decision from your department head and management committee member in Steps 2 and 3, you are 
to contact the Human Resources Manager. He or she will then arrange a meeting with you. At this meeting your complaint or 
problem and its circumstances will be reduced to writing. Then a determination will be made concerning whether the previous 
solutions or decisions given to you were fair and proper.

5.
If you are still unsatisfied, a meeting will be arranged for you with the company President. The decision reached in this meeting will 
be final.

 

Please remember that the purpose of this complaint procedure is to give you and our company an opportunity to clear up problems or 
misunderstandings of any kind. It is a formal way of ensuring that you receive proper treatment. In order for this procedure to work, you must 
want it to work and use it when an informal method hasn't worked. The complaint procedure is not intended for use by any employee after he or 
she has terminated employment. Employees who are discharged for any reason may not use this procedure.

To ensure fair treatment, dismissal will not occur until the immediate supervisor has discussed and gained approval for such an action with his or 
her chain of command, including the management committee member and the Manager of Human Resources.

Only active "regular full-time" employees may utilize this complaint policy.

Peer Appeal and Review Procedure

Sample Policy 1

It is the policy of our company to deal with each and every employee on a consistent and equitable basis. In the event of a problem or area of 
conflict that the employee feels was handled unjustly, the employee may elect to follow the peer appeal and review procedure. Under this 
procedure, an employee's problem may be reviewed by his or her fellow peers and/or Management. It is the Company's feeling that under such a 
procedure, an employee's problem will be judged in an unbiased manner. This procedure may be used in a situation that has not been satisfactorily 
resolved by traditional means, up to and including loss of employment. The decision reached by this procedure is final and binding.

NOTE: ATTENDANCE DECISIONS CANNOT BE REVIEWED BY THE PEER APPEAL AND REVIEW BOARD.

The following is the peer appeal and review procedure. It must be initiated within seven calendar days of incident. Terminated employees should 
skip to Step 3.

Step 1:
The employer discusses the problem with the supervisor. The supervisor
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has three working days to respond verbally. If the employee is not satisfied, he or she can proceed to Step 2.

Step 2: The employee contacts the Manager of Human Resources and completes the appeals form. The completed form is distributed 
to the Department Manager. The employee then meets with the Department Manager, who responds within three working 
days in writing. If not satisfied, the employee may then go to Step 3.

Step 3: The employee contacts the Manager of Human Resources. He or she chooses path to resolution A or B:

A: Peer Panel. The group meets within five days. It investigates the problem and issues a written response within five 
working days after decision. Its decision is final and binding.

B: General Manager of Plant: The employee meets with the General Manager within five days. The General Manager then 
issues a written response within five working days. This decision is final and binding.

 

5.11 
Employee Employment Expenses and Reimbursement

a 
Employment Expenses and Reimbursement Checklist

The following checklist can be used to help determine the various subjects to include in your handbook. Sample handbook statements covering 
many of the items in this checklist appear in this section. They can be used to help draft your personalized employee handbook statements.

Our Employee Handbook Should Include:

Relocation

1.
Management relocation Yes___ No___ Maybe___

2.
Nonmanagement relocation Yes___ No___ Maybe___

3.
New-hire relocation Yes___ No___ Maybe___

4.
Premove expenses Yes___ No___ Maybe___

5.
Sale of old residence Yes___ No___ Maybe___

A.
Company purchase Yes___ No___ Maybe___

B.
Company assistancereal estate firm Yes___ No___ Maybe___

 
  

 

file:///E|/Buku%20Ekonomi2/Addition%201/How%20to%20Develop%20an%20Employee%20Handbook/files/page_276.html4/16/2009 4:07:39 AM



page_277

Page 277

C.
Closing costs Yes___ No___ Maybe___

6. Purchase of new residence
Yes___ No___ Maybe___

A.
Bridge loan Yes___ No___ Maybe___

B.
Mortgage differential Yes___ No___ Maybe___

C.
Closing costs Yes___ No___ Maybe___

D.
Miscellaneous allowance Yes___ No___ Maybe___

7.
House-hunting trips Yes___ No___ Maybe___

8.
Temporary living expenses Yes___ No___ Maybe___

9.
Household moving expenses Yes___ No___ Maybe___

10.
Use of personal automobile Yes___ No___ Maybe___

11.
Explanation of tax liability Yes___ No___ Maybe___

12.
"Gross-up" procedure Yes___ No___ Maybe___

13.
Authorization required Yes___ No___ Maybe___

14.
Expense reports Yes___ No___ Maybe___

15.
Receipts required Yes___ No___ Maybe___

Business Trips

1.
Travel advance Yes___ No___ Maybe___

2.
Travel authorization Yes___ No___ Maybe___

3.
Rental automobile Yes___ No___ Maybe___

4.
Personal automobile Yes___ No___ Maybe___

5.
Spouse/family travel Yes___ No___ Maybe___

6.
Meal allowance Yes___ No___ Maybe___

7.
Air travel Yes___ No___ Maybe___

8.
Nonallowable expenses Yes___ No___ Maybe___
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9.
Travel expense report Yes___ No___ Maybe___

10.
Receipts required Yes___ No___ Maybe___

Other Expense Subjects

1.
Payment of employment expenses Yes___ No___ Maybe___

2.
Temporary assignment expenses Yes___ No___ Maybe___

3.
Automobile usage Yes___ No___ Maybe___

4.
Customer entertaining Yes___ No___ Maybe___

5.
Meal reimbursement Yes___ No___ Maybe___

6.
Membership in clubs and civic organizations Yes___ No___ Maybe___

7.
Participation in trade and professional associations Yes___ No___ Maybe___

 

b 
Sample Policies

Relocation Expenses

Sample Policy 1

When an employee is required to transfer from one company location to another at the company's request, all reasonable travel and out-of-pocket 
expenses connected with the transfer will be paid by the company. This includes lodging, meals, transportation for the employee and dependents, as 
well as the moving expenses of the employee's furniture and household goods.

Sample Policy 2

If you are requested to transfer to a different company location, we will make every effort to help you and your family make this relocation with a 
minimum of inconvenience. Please discuss our moving and transfer policy with your department manager. Our company will pay the following 
moving and relocation expenses:

1.
All your living expenses up to a maximum of thirty days if you cannot find permanent living quarters immediately

2. Car transportation expenses for you and your family
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3.
All moving expenses for your household goods, including storage charges up to a maximum of thirty days

 

Our company will not pay for any losses you may incur under a lease on a house or apartment or any loss on the sale of your personal real estate 
during the transfer.

Sample Policy 3

Employees transferred to another company location at the company's request will be eligible for moving and living expenses as follows:

1.
Packing, shipping, and unpacking charges of personal and household goods up to a maximum of 8,000 pounds, including weight of 
crating, plus insurance on household goods.

2. Cost of transportation of the employee and family to the new location, either by plane or surface. An employee who elects to drive 
his or her own vehicle will be allowed 27¢ per mile for most direct mileage from point of origin to the destination. Mileage 
allowance will be permitted for only one automobile per employee family.

3. Actual and reasonable meal expenses and lodging for the employee and immediate dependent family will be allowed regardless of 
the method of transportation. Actual and reasonable expenses for motels, meals, and out-of-pocket expenses will be allowed for the 
employee and dependents upon arrival at the new company facility for a period not to exceed ten days in which to locate suitable 
living quarters. If suitable living quarters are not obtained at the end of ten days, a special cost-of-living per diem allowance may be 
approved for a period not to exceed an additional fifteen days.

 

All moving, lodging, and meal expenses will be submitted by the employee to the immediate supervisor for approval and reimbursement at the 
end of each month.

Business Trips

Sample Policy 1

You are reimbursed for expenses incurred by you in the conduct of company business, as authorized by your supervisor. Such items as 
transportation, telephone, and rooms, as well as meals under certain conditions, are included. Full information concerning the rules governing 
payment of such expenses can be obtained from your supervisor.

Sample Policy 2

When employees must travel on company business, the company intends to provide for their comfort and well-being and to receive the best 
value for the money spent on business travel expenses.

In general, the company will pay all reasonable business travel expenses. Employees
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are expected to live normally while on company business without experiencing any personal financial loss. At the same time, employees are 
asked to spend the company's money with the same care and judgment that they would use with their own funds.

The following guidelines are intended to summarize the company's practices in several key areas. Specific details about these and other aspects 
of business travel are available from department managers and from the Personnel and Finance Departments.

Air Travel. The destination and duration of a flight will determine the class of travel that may be used. As a general rule:

*
Economy class should be used for all flights within the U.S.

*
Business class may be used for all intercontinental and transcontinental flights and for travel within continental Europe, where 
appropriate.

*
First-class ticketing may be permitted in exceptional cases and only after approval by the General Manager or Vice President of 
Administration.

 

Automobile Transportation. When driving is the most convenient and economical means of transportation, employees may rent a car to reach 
their destination or to use during the business trip. Employees should decline the collision damage waiver and personal accident insurance 
offered in the car rental agreement since the company provides this insurance.

Employees who want to use their personal automobiles for a business trip may do so under the following conditions:

*
They must obtain their supervisor's approval in advance.

* Use of their automobile must be the most economical and convenient form of transportation to the business site.

* They must carry personal automobile insurance for both bodily injury and property damage.
 

Reimbursement for expenses associated with the use of a personal automobile includes mileage at the prevailing corporate rate and tolls. The 
maximum amount the company will pay for a trip during which an employee uses a personal automobile will be the amount that would have 
been reimbursed if the employee had taken an economy class flight or train.

Business Entertainment Guidelines. Employees who travel on company business may be obliged to entertain business associates in the normal 
course of a business trip. The amount of the expenses incurred should reflect good business practice and judgment. All entertainment expenses 
should be well documented to include the time, place, business purpose, names, and business relationships of the people involved.

Company-Approved Travel Agencies. Employees should use a travel agent designated by the company in order to obtain the most economical 
prices for air fare, car rentals, hotels, and other related expenses. The company's designated travel agent will ensure that employees receive the 
most advantageous arrangements to accomodate business and personal needs.
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5.12 
Union-Free Policy Statements

a 
Observations and Recommendations: Guidelines for Drafting and Publishing Union-Free Policy Statements

Since 1947, the National Labor Relations Act, as amended by the Taft-Hartley Act, has provided covered employees 
with the right to engage in union activities, to join a union, or to refrain from engaging in union activities and not to 
belong to a labor union under Section 7:

Employees shall have the right to self-organization, to form, join, or assist labor organizations, to bargain 
collectively through representatives of their own choosing, and to engage in other concerted activities for the 
purpose of collective bargaining or other mutual aid or protection, and shall also have the right to refrain from 
any or all of such activities except to the extent that such right may be affected by an agreement requiring 
membership in a labor organization as a condition of employment as authorized in Section 8(a)(3).

Under Section 8(c) of the National Labor Relations Act, an employer has the right to express, verbally and in printed 
form, its preference that its organization operate union-free.

The expressing of any views, arguments, or opinion, or the dissemination thereof, whether in written, printed, 
graphic, or visual form, shall not constitute or be evidence of an unfair labor practice under any of the 
provisions of this Act, if such expression contains no threat of reprisal or force or promise of benefit.

Most union-free employee handbooks contain policy statements explaining the company's reasons for preferring to 
operate free of unionization. In addition, such union-free policy statements explain in some detail the advantages to 
employees and their families of not being represented by a labor organization for the purpose of collective bargaining.

Important NLRB Case on Handbook Union-Free Policy Statements

In 1989 the National Labor Relations Board (NLRB) ruled for the first time that an employee handbook statement 
confirming an employer's union-free policy violated Section 8(a)(1) of the National Labor Relations Act (NLRA) (La 
Quinta Motor Inns, Inc. [1989] 293 NLRB No. 6, 130 LRRM [BNA] 1338 [1989] CCH NLRB 15, 411 1988-89).
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Until the board's decision in La Quinta Motor Inns, an employer's union-free policies had been protected under the First 
Amendment guarantee of ''free speech" and Section 8(c) of the Act. Section 8(c) protects an employer's right to 
communicate with employees regarding unions, as long as threats of reprisal or force or promises of benefits are absent.

La Quinta operates a chain of motor inns. The company revised its employee handbook in 1983, which was distributed 
to all new hires and included several paragraphs under the title "Company Position on Labor Unions":

La Quinta's position on labor unions is something you should know. It is our belief that direct interaction 
between our employees and management is essential for the continued maintenance of good employee 
relations. We are committed to protect the personal rights and independence of our employees from outside 
interference from any union or agent.

The page following the union-free policy in the handbook was an acceptance form that employees were asked to sign, 
acknowledging receipt and understanding of the handbook. Like many employers' acceptance forms, La Quinta's form 
also stated that the employee agreed to abide by the policies and procedures contained in the handbook. Continued 
employment was conditioned on adherence to the employer's rules.

During an organizing drive, the Hotel, Bartenders, and Restaurant Workers Union filed an unfair labor practice charge 
with the NLRB against La Quinta. The union alleged that the union-free policy contained in the handbook interfered 
with employees' Section 7 rights to organize, form, or join a union.

Agreeing with the union, the administrative law judge (ALJ) found that the combined message of the union-free policy 
statement and the handbook acceptance form was "reasonably coercive." The policy, followed by a request for the 
employee's signature, "created the impression that, as a term of employment, employees must agree not to engage in 
activities in support of a labor organization."

On appeal, the board affirmed the ALJ's reasoning and found that La Quinta employees could infer that adherence to the 
employer's policies and procedures, as required by the acceptance form, required supporting the union-free policy 
statement.

The NLRB found nothing coercive in the union-free statement cited. It was the location of the union-free statement on 
the last page of the handbook, next to the employee acceptance receipt page, that led the NLRB to rule that the union-
free statement was "coercive." The union-free statement was published in the last section of the handbook, entitled,
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"Other Policies," which also contained policy statements on the company's no-solicitation rule, attendance and 
punctuality, hours of work, break periods, and overtime. The union-free statement was the last item in this section and 
was immediately followed by the perforated "employee acceptance" page containing this language: ''The employee 
agreed to abide by the policies and procedures contained herein. I understand that continuance of my employment is 
contingent on my so abiding by these rules."

The ALJ ruled that by placing the union-free policy in the "Other Policies" section of the handbook, then putting the 
"employee acceptance" form immediately thereafter, the employer was threatening to discharge anybody who didn't 
comply with the company's union-free policy statement.

The NLRB concluded that the company made no effort to convey clearly to its employees that its position on labor 
unions was merely a statement of opinion and not a policy covered by the scope of possible discipline contained in the 
employee acceptance form.

According to the NLRB, the positioning of the policy and the acceptance form as the last two pages of the handbook 
and the requirement that all employees sign the acceptance form also led employees to believe that failure to execute 
and abide by the "acceptance" could lead to discharge.

b 
Observations and Recommendations: Caution on Publishing Union-Free Statements in Handbooks Distributed to 
Unionized Employees

In 1989 the United Food and Commercial Workers Union (UFCW, Local 23) filed unfair labor practice charges against 
an employer, Heck's, Inc. (293 NLRB No. 132, 19881989 CCH NLRB, 15,517). The union alleged the employer had 
violated the NLRA by interfering with, restraining, or coercing employees in the exercise of their rights to belong to the 
union [Section 8(a)(1)].

The "proof" offered by the union was the employer's handbook, which contained a union-free policy statement. The 
handbook also contained a receipt page in which the employer required employees in the bargaining unit to 
acknowledge with their signature that they agreed to live up to and comply with the personnel policies outlined in the 
employee handbook.

The NLRB investigated the charges and held the employer in violation of the act because, by requiring employees to 
sign the receipt page that contained the agreement to be bound by the employee handbook policies
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and procedures, the employer was giving the impression to employees that they would be subject to employee discipline if they failed to comply 
with all personnel policies contained in the handbook. According to the NLRB, the employer was violating the act because it was requesting 
employees to give up their right to unionize and bargain collectively.

It is important to note that the NLRB did not rule that the company violated the act by merely publishing its union-free policy statement in the 
handbook. The violation was the company's request that employees "promise in writing" to be bound by that union-free policy statement. 
Furthermore, the NLRB concluded that the company's request that employees represented by a union promise in writing to comply with the 
company's union-free policy was an attempt to undermine the union as the exclusive bargaining agent of employees in the appropriate bargaining 
unit.

Although these two NLRB cases are important guidelines for companies wishing to comply with the NLRB standards for union-free employers, 
the cases should not discourage employers from continuing to draft, publish, and distribute union-free policy statements in employee handbooks. 
Companies should follow these employer recommendations and guidelines to protect their continued right to communicate to their union-free 
employees the company's preference to operate in a union-free environment.

Recommendations for Employee Handbook Statements on Union-Free Environments

1.
Review the location and content of current employee handbook union-free policy statements. Place future union-free policy 
statements in the introductory section of the handbook dealing with the company's history, employee relations policies, and so on.

2. Rewrite and republish the employee handbook receipt or acceptance pages that are usually found at the back of the handbook. Draft 
the revised acceptance or acknowledgment form so that present or newly hired employees are confirming that they have read or 
will read the employee handbook and the policies contained therein without having "to agree to abide by the policies."

It is not necessary to require employees to agree in writing to follow all personnel policies or to comply with them in order to 
protect the company. Should a former employee sue an employer alleging "wrongful discharge" or asserting that there was some 
"guarantee" on the basis that the employee handbook was a "contract" between the former employee and employer, acceptance/
receipt form wording that requires employees
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to abide or comply with all personnel policies of the handbook may persuade a judge to rule that a "contract" was created in the 
employee handbook.

If a union-free employer desires to continue language in the acceptance/receipt page of future handbooks stating that employees 
will agree to comply with all handbook policies, then the employer should clearly separate and distinguish between company "work 
rules" and "personnel policies." The employer should require only that the employees agree to abide by company "work rules" on 
the receipt page. An alternative way of protecting the employer is to specifically exclude the union-free policy statement from the 
acceptance/receipt page language of the handbook.

3. Another employer option is simply to avoid any requirement that employees sign and acknowledge any acceptance or receipt 
statements in the employee handbook. However, having a copy of the acceptance/receipt form in the employee's handbook can be 
of importance to employers in future administration of personnel policies and benefits when it can be proven the employee did 
receive the employee handbook and was aware of the company's personnel policies and work rules. (See Section 3.05 for sample 
acceptance/receipt pages.)

4. Another alternative is to draft, publish, and distribute union-free policy statements without including them in future employee 
handbooks. They can be posted on bulletin boards, distributed in a special handbook supplement, and distributed to new employees 
in the induction and orientation process.

 

c 
Employee Union-Free Policy Statements Checklist

The following checklist can be used to help decide the various subjects to include in your handbook. Sample handbook statements covering 
many of the items in this checklist appear in this section. They can be used to help draft your personalized employee handbook statements.

Our Employee Handbook Should Include:

1.
Do we want to draft and publish a union-free policy statement? Yes___ No___ Maybe___

2.
Should the policy statement refer to past unionization attempts? Yes___ No___ Maybe___
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3.
Should the policy statement refer to federal and/or state labor law rights of employees to join or not 
join a labor union?

Yes___ No___ Maybe___

4.
Should the policy statement spell out employee advantages in working in a union-free company? Yes___ No___ Maybe___

5.
Should the policy statement point out disadvantages of unionization for employees and their 
families?

Yes___ No___ Maybe___

6.
Should the policy statement describe the percentage of decline of unionization in the U.S. and in our 
industry?

Yes___ No___ Maybe___

7.
If a policy statement is included in the handbook, will employee "acknowledgment and receipt" 
statements be free of requirement that employee comply with or abide by the policy as a condition 
of employment?

Yes___ No___ Maybe___

8.
Does the company presently have a union-free policy statement in an employee handbook? Yes___ No___ Maybe___

9.
Does the company presently have a union-free policy statement in its corporate personnel policies 
and procedures manual?

Yes___ No___ Maybe___

10.
Has the existing union-free policy statement in the employee handbook or revised handbook been 
reviewed by labor counsel?

Yes___ No___ Maybe___
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d 
Sample Policies

Union-Free Statements

Sample Policy 1

(Name of company) provides a union-free work environment by maintaining an open-door policy under which each 
employee has the right to deal directly with members of management with reference to all working conditions. Talking 
face-to-face, without third parties, is the best way to achieve our mutual goalan enjoyable and profitable workplace.

When a union organizes a company, sides are taken, and it becomes a "we/they" situation. This is contrary to the strong 
team spirit that is necessary in order for us all to prosper. (Name of company), like all other companies, will from time 
to time have problems. We feel that our success in finding solutions to those problems, however, will be the result of 
cooperative efforts based on mutual confidence and respect. With this in mind, union representation becomes 
unnecessary, and we share in our success directly with one another.

Sample Policy 2

Union membership is not a requirement for employment in your job with (name of company). There is always a chance, 
however, that in the future a labor union organizer will try to persuade some of our nonunion employees to sign union 
membership authorization cards. For this reason, it is important that you understand our position concerning unions.

To say it simply and clearly, while you have the legal right to join a labor union, you also have the legal right not to join 
a labor union. We prefer to work with our employees informally, personally, and directly, rather than through third-
party outsiders intervening between us. Furthermore, we accept our responsibility to provide good pay, benefits, and 
working conditions to the best of our ability under sound business practices. You do not need a third party to obtain 
these benefits. A third party could only deplete your spendable income.

Sample Policy 3

(Name of company) is an open shop or nonunion company. We operate on the principle that employees have the 
freedom to speak for themselves and discuss directly with management their complaints, comments, suggestions, and 
problems without third-party interference. As a result, we believe employees have no need for a union.

A union, despite its promises, cannot create jobs or increase a company's income so that higher wages can be paid. Only 
a competitive, aggressive, and productive company can generate the sales needed to make jobs secure and to raise 
wages and improve benefits. Outside intervention may reduce a company's competitive position, resulting in possible 
loss of business, which may lead to loss of
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jobs and wages. Because we believe a labor union could not serve the best interest of (name of company) employees, 
the company will by every legal means oppose any attempt at union organization.

This open-shop philosophy should not be interpreted as an attack on labor unions; instead, this policy reflects our belief 
that the interest of all (name of company) employees will be best served by working directly with each other, rather than 
through outsiders. (Name of company) has operated as a nonunion company since it was founded in (date), and we see 
no logical reason or need for a situation to arise where a third party, under outside direction and influence, should stand 
between you and the company.

Sample Policy 4

(Name of company) does not require individuals to join or to affiliate with a labor organization in order to work at our 
company. In fact, the federal law guarantees the right of employees not to have to join any union in order to hold a job. 
It is therefore not necessary for you or any other employee to join or pay dues or other union fees to any union to work 
at our company.

It is the policy of our company to pay wages that compare favorably with those paid by other industries in our area, to 
give the best possible working conditions we can, to deal with our employees fairly and honestly, and to treat each 
employee as an individual. Even more important is our intention of doing everything possible to furnish excellent 
opportunities for employees who want to work at our company and to provide them with the best possible job 
satisfaction.

Under these policies and conditions, we do not feel that a union could help our employees.

In the best interest of our employees and our company, we will oppose by every moral and legal means any attempt by 
any union or any other outside organization to disturb or break up the fine relationship we enjoy with our employees 
here.

Sample Policy 5

In our company we believe in dealing with people directly as individuals rather than through a third party. This does not 
mean that we do not have problems on occasion. However, we are able to work them out without the intervention of 
outsiders. No organization is free from day-to-day problems, but we believe that our policies and practices serve to help 
us resolve these problems. We recognize and accept our responsibility to provide the best working conditions, pay, and 
benefits that we can afford. It is not necessary for you to pay union dues to receive fair treatment, and we encourage you 
to bring your problems to your supervisor or anyone else you feel can help you; we, in turn, promise to listen and give 
the best possible response we can. Unions have never found anybody a job, and they have never caused anybody to 
keep his job. You are an individual, and we respect your right to speak for yourself. All of us, working together, will 
make this a healthy, successful organization for each of us and our families.
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Sample Policy 6

We want our employees to clearly understand that we desire a union-free operation.

We believe that a union is not necessary for our employees to receive fair and equitable treatment. Regardless of 
whether our employees are represented by a union, we will maintain pay and benefits that are comparable to those 
offered elsewhere in our industry in this area.

You have the right to engage in union activities as described in the National Labor Relations Act. Likewise, you have 
the right not to join a union. You may be asked by a union organizer to sign an "authorization card." Signing an 
authorization card generally means that the signer would like a particular union to become his bargaining agent or 
representative. Because we believe that a union is unnecessary, we ask that you do not sign any authorization card. 
However, it is your individual decision. You have the right to sign or to refuse to sign the card.

If someone attempts to threaten you or your family into signing a union authorization card, you have the right to report 
this fact to the NLRB (National Labor Relations Board) in Atlanta, Georgia. Union coercion, union intimidation, and 
union threats are prohibited by federal law. Any employee of our company can file federal unfair labor practice charges 
against any union for this unlawful conduct. We will not interfere with your right under the law; however, our company 
will stand up for any employee and support all legal steps to protect our employees and their families from any union 
coercion, union intimidation, or union threats.

Also, we understand that problems may arise simply because we're all human. Therefore, we have an effective policy 
for resolving employee problems and differing supervisory practices. (See section on Grievance Procedure.)

We intend to be responsive to your needs and recognize that your questions deserve timely answers.

Sample Policy 7

(Name of company) is a 100 percent nonunion company. This means that all our employees are at liberty to deal 
directly with the company management without any third party intervening or coming between us. We consider this a 
high compliment to us and to our employees, indicating that they do not feel the need for third-party representation.

Experience shows that where there are unions, there are often trouble, strife, and discord. It is therefore our positive 
intention to oppose unionism by every proper means and in particular by fair and square treatment of our employees.

It is quite possible that from time to time our employees may be approached by union representatives who will try to 
sell them on unionism. In such approaches or contacts, they often make false promises and claims and very frequently 
distort the facts with respect to matters affecting employees' working relationships with the company. They also hold 
out many promises that they actually cannot live up to. We sincerely trust that if and when you may be approached by 
union organizers, you will obtain all facts on all sides, and we invite you to seek information from your supervisor if at 
any time questions arise on these matters.
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It is also important for you to keep in mind that any person who might join or belong to any union will never get any 
advantages or any preferred treatment at (name of company) of any sort over those who do not join or belong to a union. 
Also, if anyone at any time should cause our employees any trouble at work or put them under any sort of pressure to 
join a union, our employees should let the company know about it, and we will see that it is stopped. Everyone should 
also know that no person will be allowed to carry on union organizing activities on the job and that anyone who does so, 
and thereby neglects his or her own work or interferes with the work of others, will be subject to serious disciplinary 
action.

Sample Policy 8

[A large employer that has both union and nonunion employees has printed a small "supplement" consisting of two 
pages, 5" × 7" in size, that is distributed to new employees in their nonunion locations.]

This is a nonunion location. None of the employees here are represented by a union.

If you worked at a union location before you came here, you may wonder what it is like to work nonunion. If you 
worked at a nonunion location before you came here, you may know little about unions.

Unions are organizations to which employees pay monthly dues to represent them in their dealings with management. A 
union serves as a go-between, a third person between the employee and his supervisor and the other members of 
management.

Here at this location we do not feel that employees need or want someone outside to represent them. They can speak for 
themselves. It is not necessary for them to pay union dues or to risk strikes in order to receive competitive wages and 
benefits or to be treated fairly. As a matter of fact, employees here receive the same wages and benefits and have the 
same working conditions as do union employees in the same job at other company locations.

As for fair treatment, that is the responsibility of your supervisor and the other members of management, with you doing 
your part as well. We encourage you to discuss with your supervisor any working problems that may arise and also to 
discuss with him or her any other problems that you care to bring up. Above all if something is bothering you, tell us. 
Don't keep it bottled up inside.

In the Employee Handbook and Handbook Supplement that were given to you we have spelled out many of the things 
that we will do for you. We expect you to carry out your obligations, those shown in these two booklets and those 
conveyed to you otherwise. If you don't think we are carrying out our obligations, talk to your supervisor. You also have 
access to the nonunion grievance and arbitration procedure shown in the Employee Handbook.

We want to stay nonunion here. Your fellow employees apparently feel the same way, as evidenced by the fact that 
there is no union here. If you worked nonunion before, we think you'll see even more advantages to working here. If 
you worked union before, we think you'll enjoy the different atmosphere in a nonunion location.

Welcome aboard. Good luck on your new job. You do your part and we'll do
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ours, all contributing toward providing essential electric power to the communities we serve.

Sample Policy 9

Often new employees ask how we feel about labor unions, as some of our plants do have unions.

Our plant, like many others within the company, does not. In fact, we do our best to operate this plant in such a way that 
people here never feel the need to pay dues to have any outside organization represent them. This handbook, for 
example, spells out our personnel practices and procedures for everyone to know and understand. Our managers, 
supervisors, and forepersons are committed to the fair consistent application of these practices. They are further 
committed to the voluntary payment of rates that are proper in this community and to treating each of us with respect. 
We believe most employees recognize that they already have as much or more than unionization could providewithout 
union dues.

While we recognize that problems can and will arise in any organization, we are sincere in our desire to make every 
effort to minimize problems and treat employees fairly. In the past unions have attempted to organize our workforce, 
but our employees have turned them away. You should feel free to discuss this matter with your supervisor because, 
presumably, unions will return again seeking new members and new sources of monthly union dues.

We believe, and apparently most employees agree, that unionization means more than damaged relationships and lost 
dues. Strikes and violence have become synonymous with unionization; even many disheartened union members at 
some of our other locations would tell you so, following the bitter one hundred-day strike the company experienced 
several years ago.

In short, we feel that unionization offers no advantage to employees here and would represent, in our opinion, a threat to 
our success. We intend to do the right thing because it just makes good business sense to do so. With the confidence and 
assistance of every one of us, we should have no need for a union.

5.13 
Health, Safety, and Security

a 
Observations and Recommendations: How to Maintain a Drug-Free Workplace

It is absolutely essential that new or revised employee handbooks contain the employer's policy statement, philosophy, 
and workplace standards pertaining to maintaining a drug-free workplace and rules prohibiting substance abuse. The 
challenging, but costly, problem of drugs in our society has presented some of the most difficult management challenges 
in working with employees and supervisors in all industries. The problem of illegal drug use on the job is an insidious 
one that involves as many
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as one in five workers. It is estimated that up to 73 percent of drug abusers hold full-time jobs.

In addition to the unacceptable risk to personnel, on-the-job drug use presents employers with a costly tab for lost productivity, absenteeism, 
skyrocketing health care expenses, and uncontrolled health care insurance premiums. It is estimated that the cost to American employers in terms 
of on-the-job accidents, insurance, medical bills, and lost productivity is approximately $100 billion a year.

Employers in the process of revising employee handbooks are responding to this costly people management problem by developing and 
publishing their substance abuse policies in their handbooks in much detail. Some handbook policy statements remind employees of the following 
tragic facts:

*
Alcoholism causes 500 million lost workdays each year.

* Drug- and alcohol-related problems are one of the four top reasons for the rise in workplace violence.

* Of those seeking help for cocaine addiction, 75 percent reported using drugs on the job, 64 percent admitted that drugs adversely 
affected their job performance, 44 percent sold drugs to other employees, and 18 percent had stolen from coworkers to support their 
drug habit.

* A study conducted by the Institute for Health Policy, Brandeis University, found substance abuse to be the number one health 
problem in the country, resulting in more deaths, illnesses, and disabilities than any other preventable health condition.

* Drug-using employees at GM average 40 days sick leave each year compared to 4.5 days for nonusers.

* The state of Wisconsin estimates that expenses and losses related to substance abuse average 25 percent of the salary of each worker 
affected.

* Workers who abuse drugs are absent from work three times more often than nonusers; are at least three times more likely to be 
involved in an on-the-job accident, injuring themselves or a coworker; and file five times as many workers' compensation claims, 
according to government sources.

* The construction, retail, manufacturing, hospitality, and wholesale industries are among those most at risk for drug abuse, according 
to the DOL. Each draws heavily from the pool of eighteen- to thirty-four-year-old job seekers, the segment of the American 
population at the heart of the nationwide surge in illegal drug use.
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*
Among adults age 1820, 18 percent are current illegal drug users; 12 percent of twenty-one- to twenty-five-year-olds now use illegal 
drugs, according to a national household survey conducted by the federal government. Unmarried workers report heavy alcohol use 
and use of illicit drugs at twice the rate of their married peers, as do workers who change jobs a lot, according to annual government 
surveys.

* Many small businesses are particularly vulnerable to problems of drug abuse because drug abusers often seek work at smaller 
companies where the likelihood of formal drug-free workplace programs and drug testing is slim, said Karen Herson, a substance 
abuse specialist at the Department of Labor.

 

Handbook Substance Abuse Policy and Drug Testing: Issues and Risks

Legal considerations. Employers must ensure that their substance abuse policies and drug testing procedures do not run afoul of a federal or state 
law, a local ordinance, a state constitutional provision, or a common-law theory of liability.

In 1988 the federal government recognized the costly, harmful effect illegal drugs have on employees, their families, and job performance and the 
untold cost to industry of requiring federal government contractors and recipients of federal funds to establish a drug-free workplace. Congress 
passed the Drug-Free Workplace Act of 1988 (DFWA) as part of the broader Omnibus Drug Initiative Act of 1988. This legislation requires 
federal contractors and grantees to develop, distribute, and communicate drug-free policies and procedures that effectively deal with the 
workplace drug problem.

Employers are covered by the DFWA if they are federal contractors or grant recipients. Covered government contractors and recipients of federal 
government that they have developed and distributed substance abuse policies to prevent, correct, and eliminate abusive drug use in the 
workplace. The required substance abuse policy must communicate to all employees that ''the unlawful manufacture, distribution, dispensation, 
possession, or use of a controlled substance is prohibited" in the workplace.

There is nothing in the DFWA regulations that requires drug testing. Surprisingly, DFWA regulations are weak here compared to the drug-free 
requirements enforced by the Department of Transportation (DOT).

Challenges to drug testing have been based on the following:
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*
Fourth Amendment challenges Protection from unreasonable search and seizure by the state (applies to public employees)

* Fourteenth Amendment challenges Protection from invasion of privacy by state action (applies to public employees)

* Federal and state handicap discrimination laws Protect alcohol and drug abusers, but employers are not required to employ them if 
they cannot properly perform the job or if they present a threat to safety (applies to public and/or private employers)

* Collective bargaining agreements National Labor Relations Board-mandated topics of negotiation include adoption of drug-testing 
policy

* Protections under common law Includes defamation, intentional infliction of emotional distress, negligence, invasion of privacy, 
wrongful discharge in breach of implied covenant of good faith

* Negligence law Includes rulings on employers' duty to provide a safe workplace for employees and the public at large and their 
liability for impaired employees' acts

 

Medical considerations that have been utilized in challenging drug-testing programs include:

*
Accuracy of drug tests

 Initial test of choice Enzyme Multiplied Immunoassay Test (EMIT) (May be prone to producing false positive results)

 Confirmatory test of choice Gas Chromatography/Mass Spectrometry (CG/MS)

* Reliability of drug tests

 Chain-of-custody procedure Protects against switching, adulterating, or mislabeling of samples

* Professionalism of laboratory
 

The professional expertise and the procedures followed by the medical facility processing the drug tests are key factors in enhancing an 
employer's defensibility. In choosing a facility to perform drug testing, we recommend that employers ask the following questions:

*
What methods of screening and confirmation does the lab use?

* Does the lab use documented chain-of-custody procedures?

* Does the lab use internal and/or external quality assurance programs?

* Can the lab provide negative results within forty-eight hours and confirmed, positive results within ninety-six hours?
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*
Will the lab provide an expert witness if the lab results are challenged?

 

Recommendations for Developing a Drug-Free Policy:

1.
Utilize the taskforce approach to policy development, involving those with related expertise and those who have a stake in the 
outcome. Receive input from your consultant, medical and legal counsel, and those involved in safety, security, and supervision 
within your organization.

2. Provide employees advance, clear, written notice of the company's philosophy, rules, and consequences regarding substance abuse at 
work. It is recommended your employee handbook policy cover the following important areas:

a. Types of substance abuse prohibited under your policy

b. Types of disciplinary and/or rehabilitation procedures to be taken against employees who violate the substance abuse policy

c. Drug-free awareness and education information

d. The availability of an employee assistance program (EAP) for employee counseling provided by the company

e. Obligations of employees and supervision under the substance abuse policy

3. Provide supervisors with training so that they will have a general understanding of chemical dependency and how to undertake 
intervention in a nonconfrontational way. While supervisors are not to become diagnosticians, they are in a position to refer 
employees to assistance programs.

4. Base the requirement for drug screening on business necessity, related to safety, security, or job performance, rather than on 
arbitrary considerations.

5. Ensure that procedures for the collection, transportation, and analysis of specimens meet high legal, technical, and ethical 
requirements; use only a reputable lab with high regard for chain-of-custody procedures to ensure proper identification of the 
specimen.

6. Validate positive tests. When a routine test, such as the enzyme multiplied immunoassay test, is positive, follow up with a 
confirming test, such as the gas chromatography/mass spectrometry test.

7. Provide individuals the opportunity to explain or rebut positive test results.

8. Maintain records in strict confidence, divulging test results only to those with a business need to know.
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9.
Provide employees whose first-time confirmed tests are positive the opportunity to undergo treatment or rehabilitation before 
disciplinary measures are taken.

10.
Ensure that your company's policy applies to all levels in the company "from the tool room to the boardroom." Endorsement and 
practice of your company's policy must come from the highest level of management within your organization.

 

Pre-employment documentation. To give fair notice to new applicants and present staff alike and to provide your organization with documentation protection; the following 
statement is a suggested model for inclusion in your personnel system:

Employee Authorization: Substance Screening

By my signature below, I voluntarily and knowingly agree to the following:

a. I consent to take any physical or medical examinations, including blood and urine or other tests for alcohol and drugs, requested by the company in 
connection with the processing of my application for employment and further agree to take any such physical or medical examinations requested by the 
company during my employment if I am offered and accept a job. I understand that such an examination is needed in order to determine my competence to 
perform the job or work for which I was hired or to identify any physical or mental condition bearing on my job performance. I understand that refusal to 
submit to any physical or medical examination ordered by the company is grounds for rejection for employment or for disciplinary action up to and including 
immediate discharge. I further understand that any information obtained through such exams may be retained by the company and is exclusively the 
company's property. I also understand that the examinations will be performed by medical personnel, clinics, or laboratories qualified to do the necessary work 
and that costs for such examinations will be borne by the company.

b. I consent to submit to and cooperate in any questioning, any searches of my assigned vehicle, locker, storage area, or bags or other belongings on or in the 
company's property that the company in its discretion may request, and I understand that the refusal to submit to or cooperate in these procedures is grounds 
for disciplinary action up to and including immediate discharge.

c. I acknowledge that I have read, understand, and will abide by the above notice, that a copy has been furnished to me, and another copy is made a part of my 
personnel file.

(Employee Signature) (Date)
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Intervention and Rehabilitation

Identifying an impaired employee. Many substance abuse manifestations are not readily detectable. In addition, drug use is further masked by 
substantial denial on the part of the user. In many cases, there are telltale early warning signs, however subtle, that might identify a potentially 
impaired employee. These indications include the following:

*
Blatant signs such as intoxication

* Bizarre behavior

* Redness of the eyes

* Short-term memory loss

* Behavior reflecting hyperactivity, overanxiousness, and tenseness

* Frequent mood swings

* Failure to maintain concentration

* Boisterous, assaultive, or irrational behavior

* Accidents

* High incidence of coughing

* Reduced motivation and energy

* A tendency to frequent hideaway locations (e.g., washrooms, parking lots)

* Signs of paranoia and anxiety

* Signs of lethargy, lack of motivation

* Marked behavior change

* Impaired motor coordination
 

In confirming that an employee may be unfit for duty, a supervisor should first observe the behavior. A second opinion from another supervisor 
should be obtained. Next, the supervisor should approach the employee away from the job duties and focus on the unusual behavior. If the 
employee's explanation is not appropriate, the supervisor can intervene with suspension from job duties, with a mandate to get treatment, or 
immediate medical assessment. Caution: Make no attempt to accuse the individual of a chemical wrongdoing.

Why Provide Opportunity For Rehabilitation?

*
Rehabilitation is cost-effective. It is often less expensive to treat impaired employees than to terminate them and to recruit, hire, and 
retrain new employees.

* Rehabilitation opportunities increase employee loyalty and morale.

* A rehabilitation program enables employees to view substance abuse policies as constructive, rather than exclusively punitive,
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and as taking into account the welfare of both company and employee.
 

Types of EAPs (Employee Assistance Programs)

*
EAPs are job-based strategies for the identification, motivation, and treatment of impaired employees in which company-authorized 
professionals provide assistance in returning such employees to a productive position within the workplace.

* Internal EAPs are in-house programs in which professionals in medicine, psychiatry, and/or social work are employed or retained by 
the company for its employees' rehabilitation.

* External EAPs are programs in which employers rely on professionals in private practice, in-patient facilities, out-patient facilities, 
and/or professionals in public agencies to provide treatment and/or counseling.

 

Resources for Treatment and Consultation

*
Local comprehensive mental health centers

* Alcoholics Anonymous

* Narcotics Anonymous

* Al-Anon Family Groups

* Telephone book Yellow Pages:

 "Alcohol Information and Treatment Centers"

 "Drug Abuse and Addiction"

* National Institute on Drug Abuse
 

Substance Abuse Intervention Effectiveness

Ten Essentials for Effectiveness in Intervention and Treatment:

1.
Seek early intervention. Intervention needs to occur at the earliest possible point. The problem seldom improves when left alone. 
Protection of a substance abuser usually supports chronic use and a drop in employee morale and productivity.

2.
Involve the employee's family. Denial, projection, and avoidance of treatment are basic to the substance abuse process. Success is 
very dependent upon the involvement of all members of the employee's support system.

3.
Be certain. It is essential to be certain that there is a problem involving substance abuse. The employee will often admit the 
problem when faced with specific evidence of behavioral and performance deficits.
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4.
Be firm. When it has been established that there is a substance abuse problem, it is essential that there be very specific and definite 
expectations for treatment. Follow up on every detail of the agreement. It is what you inspect that will determine success, never 
what you expect.

5.
Understand that treatment takes at least one year. The substance abuser's prognosis is very dependent upon extended treatment. 
Total abstinence is essential during and after treatment.

6.
Include the family in treatment. Substance abuse is a problem for the abuser's whole family. High expectations for results requires 
that the entire family make changes.

7.
Remember that both in-patient out-patient treatment can work. Success rates are determined more by the quality of the treatment 
program than by where or how treatment is provided. Use the most cost-effective form.

8.
Involve the employee in the cost of treatment. There is less resistance to treatment when costs are shared.

9.
Maintain confidentiality. While others may know that there is a problem, discussion should be restricted to management and the 
employee. The employee's family involvement should be with the employee's permission.

10.
Be optimistic. Positive expectations are important and should be maintained. Good employees are worth the investment. However, 
we must remember that addiction is powerful and that toughness and active follow-up are the foundations of success.

 

It is a good idea to have all current and new hires sign a form acknowledging that they have been informed about and agree to abide by the company's drug policy. What follows 
is a sample consent form.

Sample 
Substance Abuse Policy Consent Form

If we are to continue to fulfill our responsibility to provide reliable and safe service to our customers and a safe working environment for our employees, 
employees of our company must be physically and mentally fit to perform their duties in a safe and efficient manner. Therefore, no employee shall work or 
report to work while under the influence of alcohol, illegal drugs, or drugs that affect his/her ability to perform the job in a safe and efficient manner. No 
employees shall consume, display, or have in their possession alcoholic beverages or illegal drugs while on company property.

Should an employee be required to take any kind of prescription or nonprescription medication that may potentially affect job performance,
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the employee is required to report this to his/her supervisor. The supervisor will determine if it is necessary to temporarily place the employee on another 
assignment to ensure his/her safety and the safety of other employees and the public. A letter from a physician may be required to confirm that it is safe for the 
employee to continue working while on medication.

Intoxication at work is grounds for disciplinary action, including immediate discharge. As used in this policy, intoxication means being under the influence of 
drugs or alcohol, or displaying physical evidence that indicates that drugs or alcohol have been consumed. If any employee is suspected of being intoxicated or 
under obvious impairment at work, he/she will be suspended pending investigation.

The company reserves the right to test applicants and employees for the presence of drugs or alcohol, and a refusal to take such a test is grounds for refusal to 
hire or discharge. When urinalysis and/or blood tests are requested or necessary, samples will be taken under the supervision of an appropriate health care 
professional.

To protect the best interests of employees and the public, management at XYZ Services, Inc., will take whatever measures are necessary to determine whether 
alcohol or illegal drugs are located or are being used on company property. Measures that may be used will include, but will not be limited to, searches of 
people and of personal property located on company premises. Searches may be conducted by law enforcement authorities or by management. The 
aforementioned searches and drug tests will not be conducted if an individual refuses to submit; however, refusal to submit will result in immediate suspension 
and may result in termination.

Employees experiencing problems with alcohol or other drugs are urged to voluntarily seek assistance to resolve such problems before they become serious 
enough to require management referral or disciplinary action. Successful treatment will be viewed positively, but it will not prevent normal disciplinary action 
for a violation that may have already occurred, nor will it relieve an employee of the responsibility to perform assigned duties in a safe and efficient manner.

As a condition of employment, each of the company's employees, including management, must acknowledge by signature that he/she has received and 
understands this policy.

I certify that I have read and fully understand the company's drug policy which is set forth above, and I agree to be bound thereby.

Employee's Signature: 

NOTE: This sample policy is provided as a guide; counsel should be consulted before final policy development and implementation.
  

 

file:///E|/Buku%20Ekonomi2/Addition%201/How%20to%20Develop%20an%20Employee%20Handbook/files/page_300.html4/16/2009 4:07:43 AM



page_301

Page 301

Technical Assistance on Workplace Substance Abuse Programs

National Resources

The National Clearinghouse for Alcohol and Drug Information (NCADI) is a toll-free service funded by the federal 
government. NCADI's information specialists will help you find information on all aspects of substance abuse, from 
videos and prevention materials to specific program descriptions, resources in your state, and the latest research results. 
Many publications and educational materials are available free from NCADI (1-800-729-6686) P.O. Box 2345, 
Rockwell, MD.

The Drug-Free Workplace Helpline is a toll-free service funded by the federal government to provide individualized 
technical assistance to business, industry, and unions on the development and implementation of comprehensive drug-
free workplace programs (1-800-843-4971).

Demand Reduction Coordinators (DRC) from both the Drug Enforcement Administration (DEA) and the Federal 
Bureau of Investigation (FBI) and the Law Enforcement Coordinating Committee (LECC) Coordinator, U.S. 
Department of Justice, offer a variety of technical assistance services to employers on workplace substance abuse. 
Contact your local DEA, FBI, or U.S. Attorney's office to locate the nearest coordinator.

Alcoholics Anonymous World Services, P.O. Box 459 Grand Central Station, New York, NY 10163, (212) 686-1100.

Cocaine Anonymous, 1-800-347-8998.

Narcotics Anonymous, P.O. Box 999, Van Nuys, CA 91409, (818) 780-3951.

National Council on Alcoholism and Drug Dependency, 1-800-NCA-CALL.

National Institute on Drug Abuse Hotline, 1-800-662-HELP.

American Council on Alcoholism Helpline, 1-800-527-5344.

Al-Anon/Alateen Family Group Headquarters, P.O. Box 862, Midtown Station, New York, NY 11018, 1-800-356-9996.

Nar-Anon Family Group Headquarters, P.O. Box 2562, Palos Verdes Peninsula, CA 90274-0119, (213) 547-5800.

State and Local Resources

The National Association of State Alcohol and Drug Abuse Directors (NASADAD) coordinates and encourages 
cooperative efforts between the federal government and state agencies on substance abuse.
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Through its Drug-Free Workplace Project, NASADAD is working through state substance abuse agencies to provide technical assistance to small 
businesses developing substance abuse programs and policies. NASADAD serves as a resource on state drug programs and can provide contacts in 
each state (NASADAD, Drug-Free Workplace Project, 444 N. Capitol Street, NW, Suite 642, Washington, DC 20001, 202-783-6868).

State drug and alcohol program offices exist across the country. To find your state's office, you can call your state government, consult your local 
phone directory, or contact NCADI and NASADAD, listed previously.

Community organizations are available to provide help with drug or alcohol problems. Check your local telephone directory under headings such as 
Alcohol/Drug Abuse Information, Treatment, or Counseling. Be sure to look in the blue pages (government listings and public service section), the 
yellow pages, and the community service section of your directory.

b 
Employee Health, Safety, and Security Checklist

The following checklist can be used to help determine the various subjects to include in your handbook. Sample handbook statements covering 
many of the items in this checklist appear in this section. They can be used to help draft your personalized employee handbook statements.

Our Employee Handbook Should Include:

Alcohol/Drug Abuse

1.
Possession of drugs/alcohol on company property Yes___ No___ Maybe___

2.
Requirements of duties Yes___ No___ Maybe___

3.
Definitionsdrugs, etc. Yes___ No___ Maybe___

4.
Training for management Yes___ No___ Maybe___

5.
Referral to employee assistance program Yes___ No___ Maybe___

6.
Disciplinary procedures Yes___ No___ Maybe___
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7.
Searches and investigations Yes___ No___ Maybe___

8.
Drug testing Yes___ No___ Maybe___

A.
Pre-employment Yes___ No___ Maybe___

B.
Promotion/transfer Yes___ No___ Maybe___

C.
Company physicals Yes___ No___ Maybe___

D.
Investigations Yes___ No___ Maybe___

E.
Random testing Yes___ No___ Maybe___

F.
Chain-of-custody requirements Yes___ No___ Maybe___

9.
Procedure if drug tests are positive Yes___ No___ Maybe___

10.
Exams/testing after first tests Yes___ No___ Maybe___

11.
Prescription medication Yes___ No___ Maybe___

12.
Employee education program Yes___ No___ Maybe___

AIDS

1.
Company philosophy Yes___ No___ Maybe___

2.
Group insurance coverages Yes___ No___ Maybe___

3.
Legal responsibilities of company Yes___ No___ Maybe___

4.
Accommodation measures for affected employees Yes___ No___ Maybe___

5.
Education of employees Yes___ No___ Maybe___

6.
Confidentiality of information Yes___ No___ Maybe___

7.
Refusal of nonaffected employees to work with AIDS-affected employees Yes___ No___ Maybe___

8.
Company and community resources for treatment and counseling Yes___ No___ Maybe___

9.
Requirement for medical certification of AIDS-affected employees Yes___ No___ Maybe___
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Employee Assistance Program (EAP)

1.
Purpose of EAP Yes___ No___ Maybe___

2.
Who provides services (company vs. outside agency) Yes___ No___ Maybe___

3.
Guidelines for availability Yes___ No___ Maybe___

A. What problems are covered? Yes___ No___ Maybe___

B. How to receive help, who to contact Yes___ No___ Maybe___

C. Who is coverede.g., employee, family Yes___ No___ Maybe___

D. Cost to employee/family Yes___ No___ Maybe___

E. Coordination with group health plan Yes___ No___ Maybe___

4.
Responsibilities of employees Yes___ No___ Maybe___

5.
Responsibilities of immediate supervisors Yes___ No___ Maybe___

6.
Responsibilities of EAP coordinator Yes___ No___ Maybe___

7.
Confidentiality of information Yes___ No___ Maybe___

8.
Coordination with disciplinary policies Yes___ No___ Maybe___

9.
Effect upon other company policies/procedures Yes___ No___ Maybe___

10.
Education of managers/supervisors Yes___ No___ Maybe___

11.
Education of employees/families Yes___ No___ Maybe___

Health and Safety

1.
Is there a dispensary or first-aid station? Yes___ No___ Maybe___

A.
Company operated Yes___ No___ Maybe___

B. Outside source Yes___ No___ Maybe___

C. Nurse in attendance Yes___ No___ Maybe___

D. Physician in attendance Yes___ No___ Maybe___

E. Ambulance service available in case of emergency Yes___ No___ Maybe___

F. Accurate records made of employee contacts: Yes___ No___ Maybe___
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1.
Health Yes___ No___ Maybe___

2. Accident Yes___ No___ Maybe___

3. General Yes___ No___ Maybe___

G. Request employees to use dispensary when necessary? Yes___ No___ Maybe___

2.
Are there arrangements for medical services? Yes___ No___ Maybe___

A.
Entrance physical examination Yes___ No___ Maybe___

B.
Periodic physical examination for all workers Yes___ No___ Maybe___

C.
Medical examination for employees returning to work from: Yes___ No___ Maybe___

1.
Brief absence Yes___ No___ Maybe___

2.
Long or repeated illness Yes___ No___ Maybe___

D.
Vaccination and inoculation services Yes___ No___ Maybe___

E.
Distribution of vitamin preparations Yes___ No___ Maybe___

F.
Distribution of salt tablets Yes___ No___ Maybe___

G.
Visiting nurse services Yes___ No___ Maybe___

3.
Is there a safety and accident prevention program? Yes___ No___ Maybe___

A.
Safety engineer Yes___ No___ Maybe___

B. Committee Yes___ No___ Maybe___

C. A specific written program Yes___ No___ Maybe___

D. Are records kept of all accidents? Yes___ No___ Maybe___

1. Analyzed to determine causes? Yes___ No___ Maybe___

2. Analyzed by department and shift? Yes___ No___ Maybe___

3. Is the cause analyzed to determine method to prevent recurrences? Yes___ No___ Maybe___

4. Is a report made to top management showing: Yes___ No___ Maybe___

a. Accidents and causes? Yes___ No___ Maybe___

b. Progress in accident prevention program? Yes___ No___ Maybe___

E. Is a periodic check made on all safety devices? Yes___ No___ Maybe___

4.
Are safety rules and practices explained to new employees as they apply to each particular job? Yes___ No___ Maybe___
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5.
Does company make use of first aid training? Yes___ No___ Maybe___

A.
Have any employees taken courses in first aid? Yes___ No___ Maybe___

B.
Is first-aid practice provided for in the establishment? Yes___ No___ Maybe___

6.
Is the health and safety program designed to make all employees ''good health and safety" conscious? Yes___ No___ Maybe___

7.
Do we insist that workers must not wear bracelets, rings, and other jewelry around machines? Yes___ No___ Maybe___

8.
Do we require workers to wear safe clothing and hair covering? Yes___ No___ Maybe___

OSHAHazard Communication Standard

1.
Notices to employeeswhere posted Yes___ No___ Maybe___

2.
Inventory of all chemicals Yes___ No___ Maybe___

3.
Identification of hazardous substances Yes___ No___ Maybe___

4.
Material Safety Data Sheets (MSDS) Yes___ No___ Maybe___

A.
Availability to employees Yes___ No___ Maybe___

B.
Availability to others Yes___ No___ Maybe___

5.
Labeling requirements Yes___ No___ Maybe___

6.
Training requirements Yes___ No___ Maybe___

7.
Hazardous substance spill cleanup procedures Yes___ No___ Maybe___

8.
Coverage of contractors (subcontractors) Yes___ No___ Maybe___

9.
Record retention requirements Yes___ No___ Maybe___

10.
Fire plan policy and procedures Yes___ No___ Maybe___
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11.
Hearing testing program Yes___ No___ Maybe___

12.
Smoking Yes___ No___ Maybe___

 

c 
Sample Policies

Alcohol/Drug Abuse

Sample Policy 1

It is the policy of our company to create a drug-free workplace in keeping with the spirit and intent of the Drug-Free Workplace Act of 1988. The 
use of controlled substances is inconsistent with the behavior expected of employees. It subjects all employees and visitors to our facilities to 
unacceptable safety risks, and it undermines the company's ability to operate effectively and efficiently. For these reasons, the unlawful 
manufacture, distribution, dispensing, possession, sale, or use of a controlled substance in the workplace or while engaged in company business off 
our premises is strictly prohibited. Such conduct is also prohibited during nonworking time to the extent that, in our opinion, it impairs an 
employee's ability to perform on the job or threatens the reputation or integrity of the company.

To educate employees on the dangers of drug abuse, the company has established a drug-free awareness program. Periodically, employees will be 
required to attend training sessions at which the dangers of drug abuse, our policy regarding drugs, the availability of counseling, and the company's 
employee assistance program will be discussed. Employees convicted of controlled substance related violations in the workplace (including pleas of 
no contest) must inform the company within five days of such conviction or plea. Employees who violate any aspect of this policy may be subject to 
disciplinary action up to and including termination. At its discretion, the company may require employees who violate this policy to successfully 
complete a drug abuse assistance or rehabilitation program as a condition of continued employment.

Sample Policy 2

It is the company's goal to establish and maintain a work environment that is free from the effects of alcohol, illegal drugs (e.g., marijuana, cocaine), 
or drugs taken for nonmedicinal purposes. The company requires employees to report for work in condition to perform their duties. The company 
recognizes that an employee's off-the-job or on-the-job involvement with alcohol or drugs can have an impact on the work environment. The 
following clearly states the company's position regarding the use or possession of drugs and/or unauthorized use or possession of alcohol:

1. Any employee on the job or on company premises who is found to be involved in the manufacture, distribution, dispensing, 
possession, or use of a controlled substance or under the influence thereof will be suspended from work immediately
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pending further investigation. Also, any employee on the job or on company premises who is involved in the unauthorized 
possession or use of alcohol or is under the influence thereof will be suspended from work immediately pending further 
investigation. In either case, if the initial finding is substantiated, disciplinary action, up to and including discharge, will be imposed.

2. An employee who is convicted of a violation of any criminal drug statute, where such violation occurred on the job or on company 
premises, must notify the local Human Resources Supervisor no later than five days after such conviction.

3. Off-the-job use of alcohol or drugs that adversely affects an employee's job performance or jeopardizes the safety of himself/herself, 
other employees, or company equipment or where such usage adversely affects the public trust in the ability of the company to carry 
out its responsibilities may also be cause for disciplinary action, up to and including discharge.

4. Employees who are undergoing prescribed medical treatment with a drug or controlled substance that may alter their physical or 
mental ability will be required to advise the Human Resources Supervisor of such treatment before or at the time the treatment 
begins. This will enable the Human Resources Supervisor, in conjunction with the employee's physician, to determine whether it 
will be necessary to change the employee's job assignment while he or she is undergoing treatment.

 

Supervisors shall enforce this policy by reporting any violation of items 14 to the Human Resources Department. Through discussion with that 
department, an appropriate course of action will be determined.

Especially because of the nature of the electric utility industry, the use of drugs or alcohol may subject employees to serious injury or worse. 
Employees using such substances are endangering not only themselves but also other employees who work with them. In view of this, employees 
are expected to protect their own welfare and to participate in the company's efforts to provide a safe working environment by notifying their 
supervisors of apparent violations of this policy on drug and alcohol abuse.

Sample Policy 3

No persons in our employ shall work or report to work while under the influence of alcohol, illegal drugs, or drugs that would affect their ability 
to perform their job in a safe and efficient manner. No employees shall consume or have in their possession alcoholic beverages or illegal drugs 
on company premises. To do so would create a bad public image and possible safety hazard and is a prime cause for dismissal.

Sample Policy 4

(Name of company) has a responsibility and strong commitment to its employees to provide a safe and secure work environment. The bank is 
concerned only when safety, job performance, or attendance is affected. We have no desire to intrude upon the individual's private life. However, 
when activities, on or off duty, affect an employee's ability to satisfactorily perform his/her duties or affect the condition in
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which an employee reports for work, then the bank is rightfully concerned. It is the bank's expectation that maintaining satisfactory performance 
is the responsibility of all employees, and the decision to acknowledge substance-abuse-related problems and to seek assistance is also the 
employee's responsibility.

Also, we recognize that substance abuse is a treatable problem, and we are willing to provide referral assistance to those who want to understand 
and correct their problem before it impairs their performance and jeopardizes their employment.

Substance abuse is the misuse or illegal use of drugs or controlled substances such as marijuana or barbiturates or of alcohol.

The bank will provide referral assistance to those who want to understand and correct the problem.

Possession or distribution/sales of alcohol, drugs, or controlled substances during work hours or on bank premises or being under the influence of 
drugs, alcohol, or controlled substances while on bank premises will lead to disciplinary action up to and including dismissal.

To preserve the safety of all employees and maintain satisfactory performance, all employees whose "fitness for duty" is questionable will be 
subject to a drug/alcohol screen by medical personnel without prior notice. Examples of being unfit for duty include irrational or erratic behavior, 
carelessness, disregard for the safety of others, and damage to bank equipment or property.

In addition, should you be required to take any kind of prescription or nonprescription medication that will affect your job performance, you are 
required to report this to your supervisor. Your supervisor will determine if it is necessary to temporarily place you on another assignment or to 
take other action as appropriate.

Sample Policy 5

Our policy regarding drug and alcohol abuse does not permit the employment of persons who use drugs or chemicals that may impair sensory, 
mental, or physical functions (hereinafter collectively referred to as "drugs/alcohol"). In furtherance of this policy, the company has adopted a 
drugs/alcohol testing program that will be applied as follows:

1.
Any prospective employee will be required to submit to a drugs/alcohol test. Any prospective employee whose drugs/alcohol test is 
confirmed positive will not be offered employment.

2. Existing employees will be required to submit to a drugs/alcohol test under the following circumstances:

a. Whenever an employee is required to submit to a physical examination.

b. Whenever an employee suffers a work-related injury that requires medical treatment. Testing will also be required of any 
employee involved in a reportable work-related accident regardless of whether that employee sustained injury.

c. Whenever there are reasonable grounds to believe that an employee's ability to perform his or her job is impaired due to the use 
of drugs/alcohol.
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3.
Any employee whose drugs/alcohol test is confirmed positive will be subject to the following action:

a. The employee will receive written instructions from the company stating that the employee will not be permitted to return to 
work unless the employee provides a confirmed negative drugs/alcohol test to the company within forty-five days of the date of 
instructions.

b. If the employee fails to provide a negative test result within the forty-five-day period, he or she will be subject to dismissal for 
failure to obey written instructions and for violation of the company's drugs/alcohol policy.

c. If the employee provides a confirmed negative test result within the forty-five-day period, the employee will be permitted to 
return to work, provided there is work available. The employee will be instructed in writing that the use of drugs/alcohol is 
contrary to company policy and that the employee must remain free of such drugs/alcohol. The employee may also be required 
periodically by the Personnel Department to submit to drugs/alcohol testing for a three-year period from the date of the 
employee's return to work. If any test during this period is confirmed positive, the employee will be subject to dismissal for 
failure to obey instructions and for violation of the company's drugs/alcohol policy.

4. Any drugs/alcohol testing conducted under company policy shall be performed at a medical facility/laboratory designated by the 
company. For purposes of administering this policy, the company will not accept test results from any facility other than the one 
designated by the company.

5. Any employee's refusal to (a) submit to a drugs/alcohol test or (b) submit to such testing at a company-designated facility shall 
subject the employee to disciplinary action up to and including discharge.

6. Employees undergoing medical treatment who are required to use prescription drugs on the job must provide the Personnel 
Department with a copy of the prescription and a letter from a treating physician that describes any potential side effects associated 
with the prescribed drug and that certifies that the drug will not impair the employee's job performance.

7. Under no circumstances will intoxicating beverages or illegal drugs be consumed on plant property. Employees having possession of 
such beverages or drugs will be subject to discharge.

 

AIDS

Commentary on employee handbook policy statements dealing with AIDS: Unlike many past and current employee handbooks, employers 
drafting new or revised employee handbooks are considering the need to prepare, publish, and distribute a policy statement on the tragic and 
emotional critical issue of Acquired Immune Deficiency Syndrome
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(AIDS). The major concern of employees and management, as well as those outside the working population, is that of communicability of the 
virus in normal areas of the workplace.

It has been well established by medical authorities that AIDS is not transmitted by casual personal contacts. Therefore, it is recommended that 
employers developing a new or revised policy on AIDS do so with the spirit of educating employees and their families about this fearful illness. 
Moreover, the policy statement should communicate to employees how your company plans to face up to this issue. This section provides sample 
policies on AIDS to include the following guidelines:

*
Effective statement that AIDS is not communicated or transmitted by casual contacts of employees in the workplace

* Company benefits and communication programs that are available to employees and/or their dependents who have the AIDS virus

* An understanding of any company-provided accommodations or benefits for employees who may become victims of AIDS

* A positive statement to lessen numerous employee fears and phobias about AIDS

* The company position that it will make every effort to comply in good faith with federal, state, and local disability and health and 
safety regulations when dealing with the AIDS issues in the workplace

 

It is important to note that the Americans with Disabilities Act prohibits discrimination against individuals with disabilities in both employment 
and public accommodations. That act covers applicants, employees, customers, patients, and vendors. An individual who has AIDS or who is HIV 
positive is an individual with a disability and is therefore protected by ADA.

In addition, the Rehabilitation Act prohibits discrimination against persons with AIDS under Section 503. This act prohibits covered federal 
government contractors and subcontractors from discriminating against qualified applicants and employees with disabilities and requires them to 
take affirmative action to employ and advance such persons. The Supreme Court has already held that an employee with a life-threatening 
contagious illness is an individual with a disability within the meaning of the Rehabilitation Act and the Americans with Disabilities Act.

More than forty states currently prohibit discrimination against applicants and employees with disabilities. Many states have already addressed the 
issue of HIV infections and AIDS, and most have held that employees with these infections are protected from discrimination. Therefore, it is 
highly important that the employer's employment lawyer or
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legal counsel review any proposed new or revised AIDS policy statements in employee handbooks.

Sample Policy 1

Our company recognizes that employees with life-threatening illnesses such as AIDS may wish to continue their 
employment and, in fact, that continued employment may be therapeutically important to their recovery process. The 
company also recognizes that it must satisfy its legal obligation to provide a safe work environment for all employees, 
customers, and other visitors to our premises. As long as employees who have AIDS are able to maintain acceptable 
performance standards in accordance with established company policies and procedures and the weight of medical 
evidence continues to indicate that AIDS cannot be transmitted by casual workplace contact, employees with AIDS will 
be permitted to continue to work.

In determining such employees' ability to continue in employment, the company will consider making reasonable 
accommodations to each employee's condition, consistent with applicable federal, state, and local laws.

As part of its overall AIDS program, we conduct ongoing training sessions with employees to provide information 
about the nature of this disease and to help allay the fear often expressed by employees resulting from their lack of 
understanding of AIDS and especially of how it can be transmitted. During these sessions we also stress the services we 
offer to individuals with AIDS, including our employee assistance program (EAP), which offers counseling and referral 
to appropriate community organizations, and the medical and other benefits offered by our company to employees with 
AIDS and their dependents.

If you have AIDS or any other life-threatening illness, please contact the Human Resources Department or Medical 
Department. The Human Resources Department, in conjunction with the Medical Department, will provide you with 
information about the illness and about programs that are available to assist you and your family. Further, we will take 
all reasonable precautions, to the maximum extent possible, to ensure that information about your condition remains 
confidential.

Our Medical Department will also determine what information should be obtained from your physician so that the 
company can explore the types of possible reasonable accommodations that may be recommended for you, consistent 
with the business needs of your department, established company policy, and applicable federal, state, and local laws.

Sample Policy 2

After consultation with medical experts, and in view of the seriousness of AIDS, as well as its potential impact on our 
staff, the company asks for your serious attention and cooperation regarding this issue.

Our policy is to be both compassionate and in line with current medical and legal counsel. Simply stated, AIDS and pre-
AIDS employees are fully entitled to the ethical considerations and legal rights awarded anyone with any other illness. 
This includes protection of their privacy, confidentiality, and civil liberties. This disease should be considered as any 
medical problem with attendant absence and disability.

Medical evidence available indicates that AIDS is not communicated by normal
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activity within an office or manufacturing environment. There is no evidence that other employees are exposed to an 
increased risk because of the presence of AIDS or pre-AIDS employees.

Sample Policy 3

The company is committed to maintaining a safe and healthy work environment for all employees. Consistent with this 
commitment, the company will treat AIDS the same as it treats any other life-threatening illnesses in terms of all our 
employee policies and benefits. Employees who are affected by AIDS or any other life-threatening illness will be 
treated with compassion and understanding and will be given support to the fullest extent possible in dealing with their 
personal crisis.

Based on the overwhelming preponderance of available medical and scientific opinion, there is no evidence that the 
AIDS virus is casually transmitted in ordinary social or occupational settings or conditions. Therefore, subject to 
changes in available medical information, it is the policy of the company to allow employees with AIDS or any of its 
related conditions to continue to work as long as they are medically able to perform and do not pose a danger to their 
own health and safety or to the health and safety of others. Concomitantly, coworkers have no basis upon which to 
refuse to work or withhold their services for fear of contracting AIDS by working with an AIDS-affected person. 
Employees who engage in such refusals or withholding of services or who harass or otherwise discriminate against an 
AIDS-affected employee will be subject to discipline.

Employees who are affected by AIDS or any of its related conditions or who are concerned about AIDS are encouraged 
to contact their Human Resources Representative to discuss their concerns and to obtain additional information.

The company will treat all medical information obtained from employees with AIDS or any of its related conditions 
confidentially as required by law.

Employee Assistance Program

Sample Policy 1

Our company recognizes that a wide range of problems, such as marital or family distress, alcoholism, and drug abuse, 
that are not directly associated with an individual's job function can nonetheless be detrimental to an employee's 
performance on the job. Consequently, we believe it is in the interest of employees and the company to provide an 
effective program to assist employees and their families in resolving problems such as these as the need arises. To this 
end, our Employee Assistance Program (EAP) provides consultation services for referrals to local community treatment 
sources. All employees are free to use this program and are encouraged to do so. Employee visits to the EAP are held in 
confidence to the maximum possible extent.

Participation in our EAP does not excuse employees from complying with normal company policies or from meeting 
normal job requirements during or after receiving EAP assistance. Nor will participation in our EAP prevent us from 
taking disciplinary action against any employee for performance problems that occur before or after the employee's 
seeking assistance through the EAP.
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Employees interested in learning more about our EAP or in discussing a personal or job-related problem should contact 
the company's EAP counselor in the Human Resources Department.

Sample Policy 2

The EAP is designed to help employees and their family members attain a healthy and productive life through a variety 
of personalized and professional services. Our EAP, which will be handled by Corporate and Employee Assistance 
Program, Inc., will provide confidential assessment, counseling, and referral assistance to all salaried employees and 
family members in areas such as stress, marital and other family conflicts, alcohol and drug abuse, and financial/legal 
difficulties.

Our company wants to assist employees to resolve personal difficulties at early stages before they become costly in 
terms of either personal distress or work productivity. This service is being offered because the company is concerned 
about our employees' personal well-being and because it makes good sense.

The introduction of the EAP is an important benefit to the company and its employees. We encourage you and your 
family to make full use of this resource designed to help maintain high employee productivity, health, and well-being in 
all aspects of life.

Health and Safety

Sample Policy 1

It is the intention of our company to furnish all employees with a safe and healthy place to work. Yet, no matter how 
safe working conditions may be, carelessness or horseplay on your part can make you or your coworker a casualty. You 
should know and follow all commonsense and posted safety and fire regulations and utilize safety equipment properly 
to protect you and your fellow employees from inconvenience or serious injury. Use of safety glasses, where applicable, 
is mandatory.

Employees are responsible for following all safety rules for using safety equipment furnished by the company. It is your 
duty to report any unsafe conditions and defective working tools or equipment to your supervisor. Any and all 
accidents, no matter how small, should be immediately reported to your supervisor.

Failure to adhere to established safety practices will result in disciplinary action, up to and including dismissal.

Sample Policy 2

It is our policy to provide a safe workplace for all our employees. Having accepted this responsibility, we feel that you, 
in turn, must accept the responsibility to work safely because of your life and the life of your coworkers. This means 
working intelligently with common sense and with foresight. Every employee is expected to follow safety standards that 
apply to our operations and adhere to all OSHA regulations.

Injury to an employee causes physical suffering and loss of income, as well as
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loss of productivity and damage to the morale of the work group. Your own judgment and common sense will help you to 
avoid an on-the-job accident.

Good housekeeping practices must be followed at all times. Papers and other waste must be placed in the containers 
provided. A neat, clean work area not only reduces the chance of an injury but makes for a more pleasant and attractive 
place to work.

If you notice a condition or practice that seems unsafe, you should immediately call it to the attention of your supervisor or 
readily correct it personally if safely possible to do so.

Rules alone will not prevent accidents; it takes the cooperation of all of us to see that accidents are eliminated. Report any 
unsafe conditions to your supervisor and always try to THINK SAFETY.

Sample Policy 3

Our company is vitally interested in your safety and health, both on and off the job. The basic company safety policy is 
this: "No operating condition or urgency of service can ever justify endangering the life of anyone."

The safety program includes the following objectives:

1.
To completely integrate safety with production and operation

2. To provide safe working conditions

3. To train employees in practices for the safe conduct of their work

4. To enforce safety measures
 

You have definite responsibilities that the company expects you to fulfill with respect to (1) safety to yourself, (2) safety to 
your fellow employees, (3) protection to the public, and (4) protection to the company equipment and property. The 
acceptance and fulfillment of the these responsibilities is a condition of employment.

Accidents are preventable, and your company takes every possible precaution to make your working conditions safe. 
Safety guards, personal protective devices, equipment, and special tools are provided to eliminate specific job hazards. 
But, in the final analysis, the real safety job is up to youyou need to think, act, and work safely at all times.

The company has a safety manual that you will be expected to study and follow in the performance of your duties.

Before starting work under conditions that you believe are unsafe, you must call these conditions to the attention of the 
person in charge. You are expected to report to your immediate supervisor any unsafe conditions you may observe.

Your suggestions and ideas for improving methods and making conditions safer are earnestly sought. If you have any 
ideas or suggestions regarding safety or the safety programs, report them to your supervisor immediately; do not wait for a 
safety meeting.

All accidents, regardless of how minor they may be and regardless of whether they result in a personal injury, must be 
reported to your supervisor. The accident is to be reported on the shift during which the accident occurred. Even minor 
accidents may indicate an unsafe condition that should be corrected.
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Teamwork and cooperation are expected from each employee in safety matters the same as they are in all the other activities that make up our 
company's operations.

Sample Policy 4

It is only by reporting every injury that the proper treatment of injuries can be given and plans for prevention of similar injuries developed.

If you should become injured on the job in any manner, the injury must be reported to your supervisor immediately.

The supervisor will see that first aid is given and further medical attention is provided if necessary.

Occupational injuries that require medical treatment other than first aid or that result in lost time are required by state and federal laws to be 
reported by the company. In either of these instances, the facts are to be reported to your supervisor as soon as possible after the occurrence.

Sample Policy 5

The company provides all necessary safety equipment, such as safeguards on all machinery, goggles, ventilators, and protective clothing and 
safety boots. It is mandatory that these devices be used at all times when needed. Any employee discovered not using the appropriate safety 
equipment will be subject to corrective action.

The following safety rules must be obeyed:

1.
Always wear safety boots of a type furnished or authorized by the company.

2.
Do not run in the plant or on plant property.

3.
Wear your safety glasses at all times in the plant area.

4.
Do not smoke in a No-Smoking area.

5.
Make sure all safety devices are properly adjusted.

6.
Practice good housekeeping on the job.

7.
Do not wear loose clothing around moving machinery.

8.
Report all injuries immediately to your supervisor.

9.
Have respect for electricity.

10.
Have respect for hot metalaluminum is the same color at 1000 degrees as it is at room temperature. Be careful!

11.
Think safety! Think safety!

12.
Wear personal hearing protection in required plant areas.

 

Clothing. The company will supply protective clothing as warranted. When working in casting, run-off tables, or other areas where there is hot 
metal, all personnel will wear heavy, long-sleeved shirts with the sleeves down. At no time will any employee be permitted to work without a 
shirt or to work wearing tank tops, ''muscle shirts," or rolled-up trousers or in shorts. Immediate corrective action will be taken with anyone 
violating this rule.

Safety boots. The company provides safety boots for all employees following the orientation period. (Footguards are to be provided during the 
orientation period.)
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Anyone needing new safety shoes should contact his or her supervisor so that the proper size and style may be ordered.

Safety glasses. It is mandatory that all employees and visitors wear safety glasses while in the plant. Glasses will be furnished by the company and 
loaned to each employee. Visitors will be furnished glasses by either the plant manager or the personnel manager.

In the event an employee loses his or her glasses or fails to return them upon termination of employment, a direct charge will be made to the 
individual concerned.

The following policy will cover prescription safety lenses/glasses:

1.
A new employee will be issued "clip-on" safety lenses or some suitable protective device for the first six months of employment or 
until he or she has an eye examination after the first ninety days of employment.

2. Any employee requiring prescription glasses will pick up a prescription form from the personnel office and:

a. Choose the type of frames desired from those available.

b. Take the prescription form to the optometrist or an MD eye specialist of his or her choice for the examination. (The eye 
examination will be at the expense of the employee.)

c. Return the completed form to the personnel office. (The company will pay for the prescription glasses.)

The employee will be notified by the doctor or personnel office when the glasses are ready to be fitted. NOTE: No prescription that is 
two years old or older will be honored for safety glasses.

3. Any prescription safety glasses or regular safety glasses that are broken in a plant accident will be replaced or repaired by the 
company. The company will not replace safety lenses because of pitting or scratching. Employees are expected to wear protective 
devices over their personal prescription glasses because the company will not be financially responsible for any damage. The 
company reserves the right to replace prescription safety lenses damaged as the result of pitting or scratching.

 

Fire Plan

Sample Policy 1

Fires in plants do happen, and caution must be used to guard against them. Because many people are on duty at all times during the twenty-four 
hours, good fire prevention habits will go a long way toward preventing fires at (name of company). Safety for the employees is everybody's 
responsibility. Of primary importance is prevention.

The City of (name of city) is responsible for furnishing fire protection for this company.

A fire containment program is posted on the bulletin board.

In case of fire, evacuate the building in accordance with the established fire drill plan. Certain individuals, previously designated by the supervisor, 
will be responsible
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to see that all windows are closed, fire doors are closed, and fire-fighting equipment is manned.

In case of fire at the presses:

1.
Worker sounds the fire alarmlong blast!

2. Operator cuts off all pumps and motors.

3. Leadperson cuts off billet oven.

4. Holeperson, stretcher, cutoff, and runoff get fire extinguishers. No. 1 and No. 2 saw helpers close all windows and doors.

5. All supervisors in the plant go to the fire area.

6. All maintenance persons go to the fire area.

7. Supervisors decide if the fire department is needed.

8. All other employees stay away from the fire area, unless instructed by supervisors or leadperson.
 

In case of house fire:

1.
Worker sounds the fire alarmlong blast!

2. Holeperson plugs off molten metal and helps caster shut down casting.

3. Leadperson cuts off all equipment as soon as possible.

4. Charger and tow motor helper get fire extinguishers.

5. Sawperson, helper, and saw helper close all doors and windows and then help with fire extinguishers.

6. All supervisors in the plant go to the fire area.

7. All maintenance persons go to the fire area.

8. Supervisors decide if the fire department is needed.

9. All other employees stay away from the fire area, unless instructed otherwise by supervisors or leadperson.
 

In case of fire in shipping department:

1.
Worker sounds fire alarmlong blast!

2. Leadperson cuts off ovens.

3. Scale person and two senior packers get fire hoses and extinguishers.

4. Two packers close all windows and doors.

5. All supervisors in the plant go to the fire area.

6. All maintenance persons go to the fire area.

7. Supervisors decide if the fire department is needed.

8. All other employees stay away from the fire area unless instructed otherwise by supervisors and leadperson.
 

All employees not involved in fighting the fire are to assemble in the rear parking lot.

Hearing Conservation

Sample Policy 1

A mandatory hearing conservation program has been adopted by our company. Prescribed personal hearing protectors must be worn by all 
employees working or
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visiting high-noise areas at all times. The company will furnish, pay for, and maintain OSHA-approved personal hearing protectors. All 
employees who work in designated areas of noise concentration will be given a hearing test.

Your complete cooperation in this program is required. If you have problems or questions concerning your protectors, see your supervisor.

The purpose of our program is:

1.
To protect and conserve the hearing of every employee of our company who is exposed to 85 decibels or more of noise (defined as a 
high-noise area) as required by federal law under the Occupational Safety and Health Act.

2. To use feasible engineering methods to effectively reduce noise levels below 85 decibels whenever possible and, when this is 
impractical or impossible, to implement controls as a means of personal protection for the employees.

 

Training. Training classes will be instituted to explain why hearing protection is necessary and to instruct in the proper use of personal hearing 
protectors. Visual aids such as films or posters will be used in these classes.

Noise surveys and analysis. All areas of the plant are to have annual noise surveys of OSHA-approved sound level meters and/or audiodosimeters. 
These noise level readings will be analyzed and recommendations made by competent audiometrically and/or medically trained personnel.

Audiometric testing. A certified audiometric technician using OSHA-approved audiometric testing equipment will annually test all employees 
exposed to 85 decibels or above. This testing is to be done at company expense. These tests are also to become a part of the regular pre-
employment examinations. A licensed otolaryngologist will interpret all audiograms and indicate those individuals in need of further attention. 
Medical referral services to appropriate clinics or other medical and/or audiological consultants will be provided.

Recordkeeping. Arrangements for an efficient recordkeeping system for audiograms, noise surveys, and audiometric calibrations will be provided 
and maintained for the duration of employment, plus five years.

Ear protection. The company will provide and maintain OSHA-approved personal hearing protection equipment appropriate for all employees.

Warning notices. Clearly printed hearing protection warning notices will be posted at entrances to or on the periphery of areas with noise 
exposure.

All of these policies will be conducted in accordance with all state and federal regulations regarding hearing conservation programs.

Smoking

Sample Policy 1

Smoking is permitted, except in areas that are restricted. Do not throw a burning cigarette awaybe sure it is out before it is disposed of. Please use 
ashtrays, and do not throw butts on the floor.

Ashtrays have been provided in all areas where smoking is permitted. Employees
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who use wastebaskets or other unsafe receptacles as ashtrays will be subject to disciplinary action.

Fire extinguishers have been placed in strategic locations throughout the building.

In case of fire, (1) call the fire department first, (2) then alert all occupants in the building, (3) then use fire extinguisher, unless fire has gained 
headway. In no case endanger your means of escape. Your company carries fire insuranceso save yourself FIRST.

Sample Policy 2

Because we are expected to maintain the highest possible safety conditions, you must not smoke in restricted areas. Smoking is permitted in 
authorized areas during break and lunch only. Smoking in unauthorized areas will result in disciplinary action up to and including dismissal.

Sample Policy 3

Because we are expected to maintain the highest possible safety conditions and because we are concerned for our employees' health, you are 
encouraged not to smoke and are expected not to do so in restricted areas. Safe smoking habits must be observed at all times.

All employees will refrain from smoking in the presence of our customers. When you are waiting on a customer, you are involved in serious 
business, and the relaxation or privilege of smoking is not appropriate.

When you smoke in authorized areas, please be sure to extinguish your cigarettes in the proper receptacles.

Sample Policy 4

As a health care company, ABC Company fully supports the desire for a smoke-free workplace. In light of this support, the company has 
developed the following guidelines:

*
Certain buildings are designated as "smoke-free," either with or without designated smoking areas. Notices are posted in the lobby and 
at various other locations throughout each of these buildings.

* The company encourages smokers to quit smoking. This encouragement involves sponsoring the "Great American Smoke Out" 
program, eliminating cigarette machines from company facilities, and sponsoring periodic smoking cessation programs.

 

Sample Policy 5

Due to the nature of our products and because of the health hazards, most of us are not allowed to smoke at our work stations. You may smoke, of 
course, in designated areas of the canteen and cafeteria during break periods and lunchtime. When you do smoke, please place your ashes in the 
ashtrays or stands provided;
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this reduces the hazard of a fire that could put us all out of a job. It also makes your break area more attractive.

5.14 
Customer Service and Quality Standards

a 
Employee Customer Service and Quality Standards Checklist

The following checklist can be used to help determine the various subjects to include in your handbook. Sample handbook statements covering 
many of the items in this checklist appear in this section. They can be used to help draft your personalized employee handbook statements.

Our Employee Handbook Should Include:

1.
Does a formal policy presently exist on customer service? Yes___ No___ Maybe___

2.
Are employees aware of our company's policy on customer service? Yes___ No___ Maybe___

3.
Should we include a customer service policy in the new or revised employee handbook? Yes___ No___ Maybe___

4.
Should our policy statement describe our company's position in the industry? Yes___ No___ Maybe___

5.
Should our policy statement set forth our company's unique position in the area of customer service 
apart from our competitors?

Yes___ No___ Maybe___

6.
Should our policy statement describe how we can meet our customers' needs and expectations more 
completely and efficiently?

Yes___ No___ Maybe___

7.
Should our policy statement refer to customer services promoted in company's advertising and 
product literature?

Yes___ No___ Maybe___
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8.
Should our policy statement describe the kind of customer service we would like to be able to 
provide?

Yes___ No___ Maybe___

9.
Should the policy statement explain what services our customers expect from us? Yes___ No___ Maybe___

10.
Should our policy statement describe which customer services give us a competitive edge? Yes___ No___ Maybe___

11.
Should our policy statement explain the high priority our company gives to customer service? Yes___ No___ Maybe___

12.
Should our policy statement explain who is responsible for customer service within our 
organization?

Yes___ No___ Maybe___

13.
Should our policy statement explain realistic customer service goals? Yes___ No___ Maybe___

14.
Should our policy explain quality standards of our products and/or services? Yes___ No___ Maybe___

 

b 
Sample Policies

Customer Service and Quality Standards

Sample Policy 1

Our company's continued success is directly dependent upon having satisfied customers. For this reason, it is important that all employees of the 
company understand the necessity of maintaining good relationships with our customers.

The existence of good customer relations makes friends, prevents misunderstandings, builds morale, improves our performance, and makes our 
daily jobs more pleasant. Also, since all of us come into contact with our customers and the public, we should do everything we can to keep our 
relationships with them on as high a level as possible.

Here are a few ways we as employees can help maintain good customer and public relations:
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*
Be polite at all times, to all persons. The importance of this cannot be too highly emphasized.

* Put forth your best "personal image," such as neat dress, a pleasant smile, an interest in your work, and a willing and cooperative 
attitude toward your associates and our customers.

* Be aware that your telephone manners are very important. Treat customers and the public with respect and dignity when talking on 
the telephone just as you would when meeting face to face.

* Take an interest in civic affairs.

* Remember that in order to gain and hold the respect of others, you must earn such respect by your own actions. Good reputations 
are built by the total of many acts but can be quickly lost by one inconsiderate or thoughtless act.

 

Sample Policy 2

We must be honest and straightforward with our customers and be sure that they not only are told the facts but also understand the facts. To the 
best of our ability, we want to be sure that the products we sell serve the needs of the customers, even when they are too naive to understand 
these needs exactly. When we sell a product to a customer, we want to be sure the corporation fulfills the obligations we took on with the sale. 
We sell our corporation, not a single individual, to our customers, and we must be sure all our commitments are met.

Sample Policy 3

Our company is committed to these consumer rights:

Dependable, high-quality services at reasonable prices. Our company strives to provide quality telecommunications services and products for all 
consumers at fair and reasonable prices.

Courteous, helpful assistance. Consumers deserve courteous, helpful assistance in all their transactions with our employees.

Full information about all products and services. Consumers have a right to the information necessary to make sound buying decisions. It is our 
policy to provide consumers with the information they need about our product and service options, including the lowest price service available 
and pricing and payment options.

Choice of products and services. We believe consumers should have free and open choices of telecommunications products and services. When 
dealing with us, the consumer should have the opportunity to select from all available service options and products.

Safe products and services. We strive to provide and maintain safe, nonhazardous telecommunications products and services to our costumers 
and to the communities we serve.

Telecommunications privacy. We fully safeguard every individual's right to privacy as an essential aspect of our service. We carefully strive to 
protect communications services from unlawful wiretapping or other illegal interception. Customer
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service records, credit information, and related confidential personal account information are fully protected.

An accurate, easily understood bill and a reasonable billing procedure. We believe consumers should receive an 
accurate, easily understood bill, one that makes clear when payment is due. Consumers are entitled to reasonable billing 
procedures and clear explanations about deposits, late payment of bills, collections, suspension, or disconnection of 
services for nonpayment. In case of bona fide emergencies, we try to avoid disconnection of service for nonpayment.

Fair resolution of complaints. It is our policy that consumers, wherever located, have access to a readily available 
process to provide them with fair resolution of their complaints and grievances concerning services, billing, and other 
practices and procedures. Accordingly, we provide consumers with helpful information about where and how to express 
their concerns and complaints to the company and to regulatory agencies.

The opportunity to be heard. We believe in listening to consumers and taking their advice, counsel, and criticism into 
careful consideration in our policy and decision making. We also believe consumers should have the opportunity to be 
heard on issues that affect our business.

Sample Policy 4

Our business has been built on the fundamental concept of achieving superiority over our competition in identifying the 
wants and needs of customers both end consumers and trade; providing high-quality products and/or services to meet 
those needs in unique or advantageous ways; marketing those products/services to reinforce their appeal and achieve 
superior acceptance.

Sample Policy 5

We want consumers to have an enjoyable experience so that they feel good shopping at our store. We want to instill 
confidence in consumers that in all of our actions we are competent, fair, and of the highest integrity.

We want consumers to regard their shopping experience as enjoyable because of the sense of organization, intimacy of 
the surroundings, and character of service we provide.

We will be sensitive to meeting our target consumers' expectations for shopping assistance and support services, such as 
credit, product services, and catalog desks. All of our associates will conduct themselves in a friendly, knowledgeable 
way and present an appearance that supports the character of the store and merchandise.

Everything we do gives a signal to consumers as to who we are, what we believe in, and what we want to be.

Sample Policy 6

Our consumer relations policy is to respond to all consumer inquiries within seventy-two hours.

Consumer problems or complaints are handled through direct correspondence
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and/or direct telephone calls from the home office, with assistance, when necessary, from the national field sales organization. The Consumer 
Affairs Department has the authority to determine what course of action should be taken regarding a consumer problem.

Each product comes packaged with an owner's manual that stresses that consumers should contact the Consumer Affairs Department if problems 
with the product arise.

Sample Policy 7

The purpose of the consumer affairs unit is to enhance the loyalty of existing customers, attract new customers, and provide useful information to 
our personnel about customer ideas, needs, and problems.

The strategy for accomplishing these goals is to provide our consumers with personal service that is friendly, courteous, efficient, and helpful. 
We should provide the best service in our industry and offer service for consumers that is on a par with that of other consumer product 
companies of comparable reputation.

Our presumption in dealing with consumers is that they have contacted us with a legitimate need or problem. We want them to feel satisfied as a 
result of their contact with the company, and we want them to tell others about how pleased they are about the way they were treated.

Our experience to date suggests that we can be generous about replacing garments when there is consumer dissatisfaction without incurring 
unwarranted costs.

Sample Policy 8

Our customer service policy for years has been simple: "Satisfaction Guaranteed or Your Money Back." This promise has worked effectively 
over the years. Very few people take advantage of the offer. If you consider that a customer might spend $20,000 over a lifetime, it seems foolish 
to risk that business because of a return worth just a fraction of that amount.

Our company considers customer service and satisfaction to be a responsibility of all employees. Each salesperson is trained to listen to customer 
complaints, apologize for the inconvenience, ask what the customer wants us to do, and then finally do it.

Sample Policy 9

Principles of Doing Business

Principle 1.
We do everything we can to make our products better. We improve material and add back features and construction 
details that others have taken out over the years. We never reduce the quality of a product to make it cheaper.

Principle 2. We price our products fairly and honestly. We do not, have not, and will not participate in the common retailing practice 
of inflating markups to set up a future phony "sale."

Principle 3. We accept any return, for any reason, at any time. Our products
 
  

 

file:///E|/Buku%20Ekonomi2/Addition%201/How%20to%20Develop%20an%20Employee%20Handbook/files/page_325.html4/16/2009 4:07:47 AM



page_326

Page 326

are guaranteed. No fine print. No arguments. We mean exactly what we say: Guaranteed. Period.

Principle 4. We ship faster than anyone else we know of. We ship items in stock the day after we receive the order. At the height of 
the past Christmas season, the longest time an order was in the house was thirty-six hours, with the exception of those 
needing monograms, which took another twelve hours.

Principle 5. We believe that what is best for our customer is best for all of us. Everyone here understands that concept. Our sales and 
service people are trained to know our products and to be friendly and helpful. They are urged to take all the time 
necessary to take care of you. We even pay for your call, for whatever reason you call.

Principle 6. We are able to sell at lower prices because we have eliminated middlemen, because we don't buy branded merchandise 
with high protected markups, and because we have placed our contracts with manufacturers who have proved that they 
are cost conscious and efficient.

Principle 7. We are able to sell at lower prices because we operate efficiently. Our people are hardworking and intelligent and share in 
the success of the company.

Principle 8. We are able to sell at lower prices because we support no fancy emporiums with their high overhead.
 

5.15 
Employee Responsibilities and Business Ethics

a 
Observations and Recommendations: Developing Policies on Employee Responsibilities and Business Ethics

A review of most employee handbooks that have been drafted, published, and distributed in the past shows few formalized business ethics policy 
statements. However, there is definitely a trend toward drafting formalized policy statements on business ethics in contemporary employee 
handbooks by major companies. We recommend that your employee handbook contain a policy statement dealing with your company's business 
ethics.

Unless management places the same priority on ethical behavior in business as it does on technology and on-the-job knowledge and training, 
companies can jeopardize their bottom lines. Most employers and employees have witnessed the devastating effects of unethical behavior in 
Wall Street's insider trading scandals, in the Watergate scandal, and in the questionable golden parachutes granted to corporate CEOs.

Since the overwhelming majority of American businessmen and
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women firmly believe that ''there is no right way to do a wrong thing," all employees in every organization, regardless of the company's 
size, should be given clearly stated business ethics statements as well as training in the ethical standards, performance, and expectations 
of the company. As much emphasis should be placed on the quality of business standards and ethics as is placed on "quality control" in 
manufacturing and customer service.

Management credibility (trust, confidence, and respect) is largely earned by the quality and examples set forth by top management. 
Behavior modeling is still the best, most persuasive way to teach middle management, front-line supervisors, and all nonsupervisory 
employees the value of ethical standards. Employees model themselves on their superiors.

It is management's responsibility to create a workplace environment for performance standards that are truly ethical in all respects. Most 
of the Fortune 500 companies have policy statements that clearly provide goals and objectives pertaining to business ethics, credibility, 
integrity, and quality standards. A number of employers today establish ethics committees to establish standards of ethics and ethical 
business practices governing a broad range of operational concerns and customer relations.

The typical policy statement on business ethics and employee responsibilities provides detailed policy and procedures involving the use 
of company property, company assets, outside employment, financial interest in other businesses, compliance with federal and state laws, 
confidentiality, expense accounts, and other important interests and concerns involving employee relations.

The policy statement on business ethics and standards of performance should form the basic foundation for future employee conduct and 
standards of performance in the workplace. A properly worded policy statement on business ethics and on employees' responsibilities in 
complying with such policies should clearly communicate what management expects of employees and what employees can expect from 
management.

The following are practical steps in the initial development and drafting of a business ethics policy for management and employees in all 
classifications:

1.
Identify the company's historical and current values.

2. Draft an ethics policy.

3. Gain approval of the policy from the Board of Directors and from top management.

4. Communicate the policy

5. Provide training in the policy

6. Develop monitoring devices
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The purpose of any policy statement on business ethics and employee responsibilities, including on-the-job conduct and performance, is to provide 
standards of conduct for employees of the management team in order to guide them in their day-to-day business decision making and on-the-job 
employee behavior. Every employee and manager is expected to think and act in compliance with the company's "code of conduct."

Those seeking additional resource help in establishing and maintaining a realistic business ethics program, including those responsible for 
management development and training, may wish to contact one of the following two organizations:

Ethics Resource Center 
1025 Connecticut Avenue, N.W. 
Washington, D.C. 20036

The Center for Business Ethics 
Bentley College 
Beaver & Forest Streets 
Waltham, MA 02254

b 
Employee Responsibilities and Business Ethics Checklist

The following checklist can be used to help determine the various subjects to include in your handbook. Sample handbook statements covering 
many of the items in this checklist appear in this section. They can be used to help draft your personalized employee handbook statements.

Our Employee Handbook Should Include:

Employee Responsibilities

1.
Employee's responsibility to the company Yes___ No___ Maybe___

2.
Appearance and grooming Yes___ No___ Maybe___

3.
No solicitationno distribution rules Yes___ No___ Maybe___

4.
Housekeeping and cleanliness Yes___ No___ Maybe___
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5.
Outside employment Yes___ No___ Maybe___

6.
Personnel records Yes___ No___ Maybe___

7.
Requests for employee information Yes___ No___ Maybe___

A. Written requests Yes___ No___ Maybe___

B. Telephone requests Yes___ No___ Maybe___

C. Requests from government agenciese.g., federal, state, county, unemployment Yes___ No___ Maybe___

D. Requests from tax units Yes___ No___ Maybe___

E. Requests from courts and law enforcement agencies Yes___ No___ Maybe___

F. Subpoena Yes___ No___ Maybe___

G. Employee release Yes___ No___ Maybe___

8.
Company confidential information Yes___ No___ Maybe___

9.
Care and maintenance of equipment Yes___ No___ Maybe___

10.
Credit standing and garnishments Yes___ No___ Maybe___

11.
Company bulletin boards and contents Yes___ No___ Maybe___

12.
Telephone usage and courtesy Yes___ No___ Maybe___

13.
Involvement in community affairs Yes___ No___ Maybe___

Business Ethics

1.
Compliance with laws and regulations Yes___ No___ Maybe___

2.
Dealing with customers, suppliers, etc. Yes___ No___ Maybe___

A.
Contract negotiations Yes___ No___ Maybe___

B.
Product quality Yes___ No___ Maybe___

C.
Information from competitors Yes___ No___ Maybe___

D.
Costs/timecards and reporting Yes___ No___ Maybe___

E.
Hiring restrictions Yes___ No___ Maybe___

3.
Company resources Yes___ No___ Maybe___

A. Political contributions Yes___ No___ Maybe___
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B.
Business gifts Yes___ No___ Maybe___

C. U.S. government regulations Yes___ No___ Maybe___

D. Relations with foreign officials Yes___ No___ Maybe___

E. Financial responsibility Yes___ No___ Maybe___

4.
Conflict of interest Yes___ No___ Maybe___

5.
Insider trading Yes___ No___ Maybe___

6.
Acceptance of business gifts Yes___ No___ Maybe___

7.
Restricted company information Yes___ No___ Maybe___

8.
Classified information Yes___ No___ Maybe___

9.
Reporting violations Yes___ No___ Maybe___

10.
Discipline procedures Yes___ No___ Maybe___

Personal Computers and Software

1.
Access to PCs and authorization to use Yes___ No___ Maybe___

2.
Control of data (e.g., programs, files) Yes___ No___ Maybe___

3.
Record of PC use Yes___ No___ Maybe___

4.
Security of files (e.g., backup) Yes___ No___ Maybe___

5.
Loan of PCs to employees Yes___ No___ Maybe___

6.
Safeguarding equipment/software Yes___ No___ Maybe___

7.
Training on PC use Yes___ No___ Maybe___

8.
Access to company files/records Yes___ No___ Maybe___
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c 
Sample Policies

Employee Responsibilities

Sample Policy 1

Both employee and employer have expectations of each other in the workplace. The company expects employees to:

*
Follow company rules and procedures

* Follow the supervisor's instructions

* Be prompt and regular in attendance

* Be efficient and productive

* Be safe and careful

* Produce quality products and professional work

* Provide a fair day's work for a fair day's pay

* Speak for themselves and maintain an open, honest communication with the supervisor and other management
 

The employee can expect to:

*
Be treated with respect and fairness

* Receive training and instruction for the assigned job

* Receive recognition for good work and be corrected for unsatisfactory work

* Have reasonable working hours

* Receive open, honest communication throughout the company

* Have a safe and healthful workplace
 

Sample Policy 2

Along with the advantages and opportunities offered by our bank go certain responsibilitiesobligations that you will want to meet. Your primary 
and most important responsibility, of course, is to do a good job on the work assigned to you by your supervisor. He or she is responsible for what 
you do, so it is a good idea to respect his or her experience, listen to instructions carefully, and carry them out promptly and cheerfully. 
Completing each assignment to your supervisor's satisfaction is the surest way to make progress. In addition to following instructions, doing a 
good job requires you to think for yourselfto ask questions and make constructive suggestions. You will find that your supervisor is interested in 
your ideas and will appreciate your efforts to do an outstanding job.

Doing a good job also implies certain other obligations on your part, such as maintaining good health and mental alertness, using good judgment, 
being prompt and regular in attendance, cooperating with your fellow workers, and being loyal to our bank, its people, its customers, and its 
services. You will want to keep well informed about your bank so that you will be able to talk intelligently about it to your
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friends and neighbors. To them you represent the bank, and what you say can do much to shape their final opinion of it. 
This can also help to shape your own future.

Appearance and Grooming

Sample Policy 1

An employee is expected to dress in good taste. Those employees having regular contact with customers are expected to 
dress in businesslike attire that is similar to the normal business dress modes of our customers. Specific divisions may 
find it necessary to establish, and are authorized to require, a more stringent dress code.

Sample Policy 2

In our business we are selling not only our skills but also ourselves. Therefore, it is extremely important that our 
employees present a good impression in appearance and grooming. (Name of company) requires all its employees to 
maintain a professional, businesslike appearance and attire consistent with the normal business dress modes of our 
customers. As a condition of employment this standard of dress and appearance is required.

Sample Policy 3

Because of the nature of our people-oriented business, our employees are expected to present the professional image we 
wish to portray to the public. Employees contribute personally to this desired image by their dress and grooming.

Each individual is expected to be groomed in a manner that is consistent with the job performed and with community 
standards and in a manner that will not be offensive. Since dress is a matter of individual taste, we do not wish to set 
forth strict guidelines. However, all personnel will maintain a clean and neat appearance.

Certain employees are required to wear uniforms that are provided by the company. Wearing a clean uniform is 
important, and you are required to ensure that your uniforms are properly maintained.

Sample Policy 4

In reality, we all work for the public, and the public often judges us by our outward appearance. It is important that our 
attire be appropriate for the job and that we convey a neat and clean image.

All employees are expected to be groomed in a manner consistent with community standards and with their position in 
the company. Casual attire, including jeans, tennis shoes, and tee shirts, are considered inappropriate. Any employee 
appearing for work whose dress is identified by management as inappropriate, for any reason, will be asked to leave and 
to return acceptably attired. Should you have any questions regarding acceptable attire, please see your supervisor.

Sample Policy 5

Each individual is to be neat and well groomed. Attire should be appropriate to your particular job. Since dress is a 
matter of individual taste, we do not wish to set forth
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strict guidelines, but you are expected to be groomed consistent with community standards and in a manner not to offend visitors, customers, and 
fellow employees. Male employees must be clean shaven or wear a well-groomed beard and/or mustache; hair must not be below the collar, and 
shirts must be properly buttoned and tucked in. Belts must be worn. Female employees are required to wear appropriate foundation garments. No 
tennis shoes or sandals will be permitted.

Sample Policy 6

The way our employees dress affects both their ability to do their work safely and the impressions they make on visitors to the office and 
manufacturing areas. For these reasons, office employees are requested to dress in neat, conservative business attire. Information on appropriate 
dress for employees working in the manufacturing areas of the company is available from the areas' supervisors.

No-Solicitation and Distribution Rules

Sample Policy 1

In order to prevent disruptions in the operations of the company and in order to protect employees from harassment and interference with their 
work, the following rules regarding solicitation and distribution of literature on company property must be observed. Violation of these rules will 
be cause for appropriate discipline.

Employees

a. During working time, no employee shall solicit or distribute literature to another employee for any purpose. "Working time" refers to 
that portion of any working day in which the employee is supposed to be performing actual job duties; it does not include such times 
as lunch, break time, or time before or after a shift. Thus, no employee who is on working time shall solicit or distribute literature to 
another employee. No employee who is on nonworking time shall solicit or distribute literature to an employee who is on "working 
time."

b. No employee shall distribute literature to another employee for any purpose in working areas of the company.

c. No employee shall solicit or distribute literature to any visitors at any time for any purpose.

Nonemployees

Persons who are not employed by the company shall not distribute literature or solicit employees or visitors at any time for any purpose 
on company grounds or inside the company's plant or offices.

 

Sample Policy 2

Employees are prohibited from soliciting during working time. Distribution of literature and other material is also prohibited in work areas at all 
times and in nonwork areas during working time.

Employees may not engage in solicitation and distribution during either the working time of the employee subjected to the solicitation and 
distribution or the working time of the employee engaging in such conduct. Working time is defined
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as all time when an employee is supposed to be engaged in performing work tasks, but it does not include meal times, breaks, or other specified 
periods during the workday when the employee is properly not engaged in performing his or her work tasks. No littering with solicitation literature 
is permitted at any time.

Sample Policy 3

Out of respect for the private lives of company employees and in the interest of keeping a clean, orderly, and professional workplace, the company 
will enforce the following policy with regard to solicitations and the distribution of literature:

*
Employees may not solicit funds or otherwise solicit among employees for any purpose during actual working time when full 
attention to work is required. Working time does not include lunch hours, coffee breaks, or other rest or break periods when full 
attention to work is not required. The only exception to this rule is the annual company-sponsored United Way campaign.

* Any solicitation must be conducted in an unintrusive, courteous, and professional manner; must not disrupt or interfere with the 
soliciting employee's work or the work of any employee; and must not harass any employee.

* Any disruption, harassment, or neglect of work that accompanies any solicitation will result in appropriate disciplinary action. 
Employees who have been harassed or whose work has been disrupted or interfered with by a soliciting employee should bring it 
promptly to the attention of their supervisor for corrective action.

* Employees may not distribute or circulate any printed or written material concerning matters other than those directly related to 
company business in any work area at any time.

* Gambling, lotteries, pools, raffles, and commercial sales or enterprises are strictly forbidden on company property at any time.

* Employees may not post signs, advertisements, or notices that are not related solely to company business or to company-sponsored 
events or announcements.

* Individuals who are not employed by our company may not solicit employees or distribute or circulate printed or written material on 
company property at any time.

 

Sample Policy 4

In the interest of maintaining a proper business environment and preventing interference with work and inconvenience to others, employees may 
not distribute literature or printed materials of any kind, sell merchandise, solicit financial contributions, or solicit for any other cause during 
working time. Employees who are not on working time (e.g., those on lunch hour or breaks) may not solicit employees who are on working time 
for any cause or distribute literature of any kind to them. Furthermore, employees may not distribute literature or printed material of any kind in 
working areas at any time.
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Nonemployees are likewise prohibited from distributing material or soliciting employees on our premises at any time.

Sample Policy 5

To avoid disruption of operations, the following rules apply to solicitation and distribution of material (i.e., selling of 
products, handbills, advertisements, literature, etc.) on company-owned or -leased property.

Persons not employed by the company may not solicit or distribute literature to employees on company-owned or -
leased property at any time for any purpose. Employees are expected to report any violations to the security department.

Employees of (name of company) may not distribute any noncompany literature or engage in any solicitation during 
work time or in designated work areas. Work areas include all areas except the cafeteria, restrooms, lobbies, and 
parking areas. Work time includes the work time of both the employee doing the soliciting or distributing and the 
employee to whom the solicitation is directed. Nonwork time is time prior to start time, designated break time, 
lunchtime, and after-work time.

Housekeeping and Cleanliness

Sample Policy 1

By keeping our plant clean, we get better quality work and make everyone a little happier. Everyone has to do his or her 
part. We expect employees to spend any time they have available from production work polishing up their machines and 
the areas around them. In certain departments and on some machines, daily cleanup is required, and in others a weekly 
cleanup is sufficient. Ask your supervisor for help regarding a cleanup schedule.

Good housekeeping promotes good workmanship and safety. Keep your equipment in good order, and practice good 
housekeeping.

Sample Policy 2

Good housekeeping is a safety measure; a clean plant is a safe plant. See that your workplace is clean and orderly. Keep 
aisles clear, and do not block exits. Stack materials in an orderly and safe manner.

Employees will be judged by the way their work area is maintained and by the quality their housekeeping practices.

Housekeeping (whether good or bad) creates a lasting impression on company visitors. Our daily visitors include 
customers, prospective customers, suppliers, and representatives of other business concerns.

The courteous reception they receive from employees and the neat appearance of the office or plant greatly influence 
the impressions and opinions they form.

Sample Policy 3

We ask that all employees take pride in good housekeeping and make a special effort to keep our company as clean as 
possible at all times.
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Customers and visitors immediately notice the cleanliness of our work areas, including buildings, grounds, and other 
facilities, and obtain a positive impression of the company and its employees when attention to neatness and cleanliness 
is observed.

Sample Policy 4

One sure indication of an efficient worker is the condition and appearance of his or her work area. Orderliness in your 
work area reduces accidents, improves health conditions, reduces fire hazards, adds to the efficiency of your work, and 
improves the quality of our service. You are expected to help by placing trash and refuse in the containers provided and 
by applying a few simple rules of tidiness. It is your responsibility to help keep company premises clean and sanitary.

Sample Policy 5

A clean plant is a more pleasant and safe place to work. The company stresses cleanliness and orderliness in the plant 
and offices. All washrooms shall be kept in a clean and sanitary condition in accordance with sanitation standards set by 
OSHA.

To ensure that our plant is being maintained in the best possible condition, periodic inspections will be conducted in all 
departments by management personnel. At the conclusion of the inspections, specific criticisms and suggested 
improvements regarding fire hazards and good housekeeping will be made to the individuals concerned.

Each employee is urged to cooperate to the fullest extent in these matters. Corrective action will be taken for violation 
of housekeeping and sanitation rules.

Outside Employment

Sample Policy 1

It is expected that full-time employees' primary employment obligation is to (name of company). Therefore, any outside 
employment should not conflict with your job or the scheduling of work shifts.

While some part-time and temporary employees have other employment obligations, it is important that the employee 
and the supervisor establish work schedules that are mutually advantageous to both the employee and (name of 
company).

Sample Policy 2

When you accept a job with (name of company), we must insist that you maintain a certain loyaltyloyalty to the 
company and to your fellow employees. You are expected to arrange your living habits so that you will be alert, 
efficient, and enthusiastic on your job at all times.

Any employee who engages in additional employment outside the company in any phase of the graphic arts industry, 
either with another employer or through self-employment, may be dismissed. The company cannot accept your divided 
loyalty, and it will not compete with you after regular working hours.
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If you must accept outside employment in a business unrelated to the graphic arts in order to supplement your income, 
this work must not interfere with the overtime demands of your regular job or diminish your capacity to fulfill your 
regular duties or carry out your moral obligation to the company.

Sample Policy 3

We do not attempt to control your personal affairs or to regulate the use of your leisure time. However, since working 
for more than one employer may interfere with your efficiency, create conflicts if you are working for a competitor, and 
possibly complicate your eligibility for workers' compensation in the event you become disabled while employed 
elsewhere, we expect you to give full attention to your job here.

Sample Policy 4

Outside employment could give rise to a conflict of interest with respect to your employment at (name of company). 
Your duties in outside employment may detract from the business opportunities or reputation of (name of company), or 
they may adversely affect your job performance. Because a conflict of interest could exist without your being aware of 
it, it is mandatory that you notify your supervisor to determine if there is a conflict before accepting any supplemental 
job. You must also notify your supervisor if your duties in outside employment change significantly.

Sample Policy 5

We appreciate the ability, energies, and loyalty you bring to your job. In fairness to fellow workers and to us, employees 
are not permitted to hold employment with another organization or have an interest in any business that may in any way 
result in a conflict of interest or that might adversely affect their employment here. However, should employees wish to 
involve themselves with work that cannot be described by these stipulations, they are free to do so, provided the work is 
not done on company time and will not interfere with their performance as employees of our company. All employment 
that is in addition to employment with the company must be approved by the president.

Sample Policy 6

We offer you an opportunity for earning a livelihood for your family. In all fairness to each of your fellow workers and 
to us, you are not permitted to hold employment at another company or business that is in any way competitive with our 
business or that would adversely affect your employment here. Involvement in other unrelated jobs or interests on 
company time will not be tolerated.

Personnel Records

Sample Policy 1

The company maintains a personnel file for each employee. The file contains the individual's employment application, 
offer letter, ''conditions of employment" document,
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the two most current performance appraisals, and any formal disciplinary documentation. In general, a personnel file 
will not contain any material that has not been reviewed with the employee. The Benefits Department also maintains 
employee files to administer benefits coverage. The contents of employee files are strictly confidential, and access is 
limited to authorized individuals.

The employee can ask to see his/her personnel files by contacting the Personnel representative. The employee may 
review his/her file in the Personnel Department in the presence of the Personnel representative and may make copies of 
any of its contents.

In addition to personnel and benefits files, authorized medical staff will maintain employee files for health-related 
information. Only the employee and the medical staff have access to medical information.

Sample Policy 2

An employee is to notify the corporation at once whenever there is a change in address, name, telephone number, 
marital status, person to notify in case of accident or illness, number of dependents, or insurance beneficiary.

Sample Policy 3

Employees are expected to keep (name of company) informed of any change regarding their records. Changes in any of 
the following categories should be reported to the Personnel Office as soon as they occur:

*
Change of address

* Change of telephone number

* Change of person to be notified in case of emergency

* Legal change of name

* Change in marital status
 

Sample Policy 4

Accurate personnel records are essential for the proper handling of many items of great personal importance to you, 
including emergency notification of your family, income tax deductions, insurance coverage, and recording of 
beneficiaries for insurance. The accuracy of your personnel record is your responsibility. Please report promptly to the 
office any change in your address, telephone number, marital status, or number of dependents.

Sample Policy 5

When you applied for employment with us, you were asked to complete an application form. This information was 
transferred to a permanent and confidential file, which is the company's employment record of you as an individual. 
Keeping this record correct and up-to-date is important to you because it enables us to reach you in an emergency, 
forward your mail, properly maintain your insurance and other benefits, and compute your payroll deductions.
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Your supervisor should be notified promptly of changes in the following:

*
Address and telephone number

* Marital status

* Name

* Beneficiary listed in your insurance policy

* Number of dependents for withholding tax purposes

* Person to notify in case of accident

* Restrictions on your driver's license
 

Requests for Employee Information

Sample Policy 1

The company is committed to protecting the privacy of its current and former employees. To assist employees who want 
the company to provide confidential information on their behalf, the personnel department will coordinate the response 
to requests for information about current and former employees. Only authorized personnel representatives will respond 
to requests for salary, work history, and other confidential information.

Sample Policy 2

Employees who receive calls or written requests to release information about current or former employees should refer 
these requests to the Personnel Department. Any employee who releases information about a current or former 
employee without specific authorization by the employee will be subject to disciplinary action up to and including 
termination of employment.

Sample Policy 3

Current employees who need verification of their employment and salary to obtain a mortgage or credit card or for other 
personal reasons should submit a written request to the Personnel Department. Current employees may authorize their 
supervisor or other company representatives to provide a personal reference that includes an assessment of the 
employee's job performance and accomplishments. A supervisor or any other employee who is asked by an active 
employee to provide a personal reference must consult with Personnel for advice on providing a balanced, objective 
view of the employee's work record.

Sample Policy 4

Before employees leave the company, they will have an exit interview with a personnel representative. At the exit 
interview, employees will be asked to complete a "Personnel Reference Authorization" form to indicate what 
information, if any, the company may release if a prospective employer requests information about the former 
employee's work record. At the employee's request, the supervisor and personnel representative will provide a letter that 
summarizes the employee's work
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history and comments on the employee's performance and accomplishments. A copy of this letter will remain in the 
former employee's personnel file and will serve as the basis for future references that are authorized by the former 
employee.

Sample Policy 5

The company will release information about current and former employees if the request is accompanied by a subpoena 
or if releasing the information is required by law. The Personnel Department will handle these requests for information.

Company Confidential Information

Sample Policy 1

Many of our company employees have been placed in a position of trust because of the work they perform and therefore 
are exposed to or have access to company funds, employee payroll data, personnel record information, employee billing 
records, customer records, credit management, vendor contracts, computerized information, financial information, and 
other types of sensitive information that is considered confidential in nature.

You are reminded that revealing any type of confidential information to unauthorized persons or tampering with or 
altering company records and/or property is a violation of that trust that can result in disciplinary action up to and 
including discharge.

Should you have doubts about what is considered confidential information or a violation of trust, you should seek 
advice from your supervisor.

Sample Policy 2

In the course of your work, you may have access to confidential information regarding the company or those we serve. 
It is one of your prime responsibilities to be sure that you in no way reveal or divulge any such information and that you 
use it only in the performance of your duties. Divulging confidential information will result in immediate suspension 
leading to dismissal.

Sample Policy 3

Employees are asked not to divulge, during their term of employment or after their employment is terminated, any 
information acquired during their employment with the company concerning any of the activities or affairs of the 
company's clients or any company transactions with its clients or any other individuals or organizations or any affairs of 
the company.

Sample Policy 4

In the course of your work, you will undoubtedly have access to confidential information regarding our company or 
respected clients. It's one of your most serious responsibilities that you in no way reveal any such information and that 
you use it
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only in the performance of your duties. All of us pledge ourselves to respect this information and keep it confidential.

Sample Policy 5

It is the policy of our company to ensure that the operations, activities, and business affairs of the company and our customers are kept 
confidential to the greatest possible extent. If, during the course of their employment, employees acquire confidential or proprietary information 
about our company and its customers, such information is to be handled in strict confidence and not to be discussed with outsiders. Employees are 
also responsible for the internal security of such information.

In addition, employees are prohibited from engaging in securities transactions on the basis of information not available to the general public and 
that, if known to outsiders, might affect their investment decisions. The dissemination of such information to others who might make use of that 
knowledge to trade in securities is also prohibited.

Employees will be asked to sign a statement of confidentiality at the time of hire and periodically throughout their terms of employment to 
acknowledge their awareness of, and to reaffirm their commitment to, this policy.

Employees found to be violating this policy are subject to disciplinary action, up to and including termination, and may also be subject to civil 
and/or criminal penalties for violations of, among other things, applicable securities laws.

Sample Policy 6

A great deal of proprietary and other confidential information is disseminated to our employees that must be restricted to employees only and not 
become known to competitors or others outside the company.

Proprietary and confidential data can take many shapes, including, but not limited to, documents, cassette tapes, word processing or computer 
diskettes and related equipment, and carbon typewriter ribbons. Employees who handle this type of material are personally responsible for its 
safekeeping. Employees are not to discuss any of the following items outside of the company without the express authority from a senior 
executive of the company:

*
Research work, including formulae, compounds and related material, and their biological evaluation

* Research proposals, pending patent applications, and their disposition

* Processes, including all aspects of laboratory and full-scale production, plus prototypes and designs and blueprints for them

* All phases of new and existing product development, including clinical trials, marketing plans, and possible uses

* Operating and strategic plans

* Regulatory information and communications

* Acquisition and divestiture data, including licensing agreements and negotiations, as well as possible future acquisitions or 
divestitures of assets, technology, or securities
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*
Financial data such as sales volumes, profit margins, and costs of goods sold

* Any data that affect business or profit
 

Care and Maintenance of Equipment

Sample Policy 1

Your cooperation in the care and use of company equipment is necessary to maintain the equipment in good operating condition. You should use 
it only for the purpose intended and as instructed by your supervisor. If any of our equipment is defective or not in safe working order, please 
notify your supervisor so that a repair or replacement can be made.

Company vehicles are for business use only and are to be driven only by authorized employees. Employee drivers must have with them, at all 
times, a valid (state) driver's license and are expected to practice safe and courteous driving habits. Any accident must be reported to your 
supervisor immediately.

Failure to use company property and vehicles properly can result in disciplinary action, up to and including dismissal.

Sample Policy 2

The business in which this company competes uses specialized machinery and equipment, which require constant attention, skillful use, and 
regular maintenance. As an employee, it is your responsibility to provide all machinery and equipment you use with the required levels of 
attention, skill, and maintenance.

You must not attempt to use any machinery or equipment with which you are not familiar without first getting instructions from your supervisor. 
If any of our tools or equipment are defective or broken or are not the best for the job, notify your supervisor immediately so that repairs can be 
made or replacements considered.

No company tools, machinery, or equipment will be loaned to employees for their personal use under any circumstances.

Sample Policy 3

Our company has invested thousands of dollars in the equipment necessary for you to perform your job. Your cooperation in the care and use of 
this equipment is necessary to maintain it in operating condition. Your maintenance roster should be used in connection with the care and upkeep 
of equipment. If any of our equipment is defective or not in safe working order, please notify us so that a replacement or repair can be made. 
Equipment is to be kept as clean as possible at all times.

Care should be exercised at all times because gross employee negligence causing damage to company property, equipment, or customer vehicle 
may result in the employee's being held financially liable for the damage.
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Credit Standing and Garnishments

Sample Policy 1

Anyone can get into personal financial difficulties once in a while, but your company, like all reputable businesses, does 
not like wage assignments or garnishments. A garnishment is a court order to a company to pay your debts through the 
court before giving you your paycheck. Since executing garnishments is an inconvenience to the company, we hope you 
will conduct your financial affairs in a manner that will make them unnecessary. You are encouraged to discuss 
financial problems with management before legal action is taken against you. All such discussions are held in the 
strictest confidence, and every effort will be made to help you.

Sample Policy 2

A garnishment is a court order to a company to pay an employee's debts through the court before issuing the check to 
the employee. Since executing garnishments is a costly inconvenience to the company, (name of company) hopes you 
will coduct your financial affairs in a manner that will make them unnecessary.

Sample Policy 3

The assignment of wages, or an order for garnishment of wages for credit for any employee, is regarded as a serious 
matter. If a creditor obtains a garnishment on your earnings, the company is required by law to deduct the necessary 
payment from your pay. If you cannot clear the indebtedness, we will be required, by law, to deduct the garnishment 
from your wages. The first garnishment occurrence against an employee will result in a written correction notice; any 
occurrence thereafter may result in dismissal.

Sample Policy 4

We are expected to conduct our personal lives in a manner that will reflect credit upon our company. It is especially 
important to show our ability to properly manage our own personal finances and to meet our financial obligations 
promptly.

Anything done by employees in their personal affairs that might involve the company in legal proceedings started by 
their creditors is looked upon as a serious matter. If unusual or emergency situations develop that create a financial 
burden upon you, it is imperative that provisions for these be made so that neither actions for collection nor garnishment 
of wages will occur. If a creditor obtains a garnishment on your earnings, we are required by law to deduct the 
necessary payment.

Company Bulletin Boards and Contents

Sample Policy 1

Bulletin boards have been placed in convenient locations throughout the company to provide information to employees. 
You are urged to observe the bulletin boards
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closest to your work area daily for improvement announcements and other information.

All postings are to be cleared through your supervisor and the Human Resources Department prior to posting. There are 
separate bulletin boards for company postings and for employee postings (e.g., "For sale," "Ride wanted").

Sample Policy 2

Our company maintains bulletin boards throughout its facilities to furnish you with up-to-date information on events 
and matters of interest to employees. You should check the bulletin boards regularly so that you will be well informed 
on company matters. All materials and information must be approved by the president before posting.

Sample Policy 3

Information of general interest is regularly posted on our bulletin boards. Please form the habit of checking the bulletin 
boards daily so that you will be familiar with the information posted there.

Only notices of an official nature will be placed on these boards.

Sample Policy 4

In order to communicate current important topics with our employees, we maintain bulletin boards. Bulletin boards are 
located throughout our facilities in areas that employees frequently visit in order to ensure that employees have constant 
access to posted information. The company's bulletin boards are uniform in size, glass enclosed, and locked for security 
and cleanliness.

Our bulletin boards are used to communicate official government information on equal employment opportunity, wage 
and hour, health and safety, and other issues. They are also used to communicate information regarding company policy 
and company business and announcements, including but not limited to job postings, safety rules, health items, benefits 
programs, and notices announcing special events, such as our annual blood donor drive.

Employees may not post, tape, tack, or affix in any way any form of literature, printed or written materials, photographs, 
or notices of any kind on the company's bulletin boards or their glass coverings, on the walls, in time clock areas, or 
anywhere else on company property. Violation of this policy shall be grounds for disciplinary action, up to and 
including discharge.

Bulletin boards may not be used by employees or outside parties for the posting of commercial notes and 
advertisements, announcements and witticisms, sales of personal property, or any other matters, work related or not. 
Employees and outside parties are also prohibited from distributing literature and soliciting other employees except as 
stated in the company's solicitation and distribution of literature policy.

Our human resources department maintains keys for all bulletin boards. All
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postings are performed by members of the human resources department, who are responsible for keeping the company's 
bulletin boards up-to-date.

Telephone Usage and Courtesy

Sample Policy 1

The telephone is maintained for business purposes only. You must not make personal calls unless specifically 
authorized to do so. Incoming calls to you will not be allowed unless an emergency requires that you be called. If no 
emergency exists, the caller's name and number will be given to you.

Sample Policy 2

Our telephone facilities are reserved for business purposes. All personal incoming and outgoing calls should be limited 
to matters of emergencies, such as illness, accident, unanticipated overtime work, and calls of a similar nature. 
Incoming messages during the normal work day, unless emergencies, will be taken by the receptionist and a message 
relayed to the employee. All calls outside the normal work day will be taken by the shift supervisor.

All nonbusiness outgoing calls are to be made on the pay telephones that have been installed for the convenience of the 
employees.

Sample Policy 3

All telephones in the company have been installed for the purpose of conducting our business; thus, personal calls must 
be limited and should be restricted to emergency situations during production time and to a three-minute maximum 
during your lunch period. Should you have an emergency call to place, go to your supervisor and get his or her approval 
to use the company phone. Incoming calls of an emergency nature will be accepted, and you will be immediately 
notified of any such calls. Other calls of a personal nature cannot be accepted.

Sample Policy 4

Telephone courtesy is most important. People judge us and our bank by our telephone manners. Please remember these 
things: Answer pleasantly, give your name and department, take the message or offer to call back if you cannot answer 
the question, get the message straight, write it down and read it back, and don't depend on your memory. Telephones 
should be answered promptly. If the person who ordinarily handles calls for a department must leave the vicinity of the 
telephone, he or she should delegate someone to handle such calls until his or her return. If the person who answers the 
telephone discovers, after talking to the calling party, that the call was meant for another department or that it involves 
several departments, he or she should take the message and offer to call the party back. By no means
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should the call be transferred to two or more people, thereby requiring the caller to relay the message again.

Sample Policy 5

Company telephones and voice mail are provided for the conduct of company business. However, it is recognized that 
some nonbusiness calls are necessary. For this reason, the company does not desire to prohibit the use of telephones or 
voice mail for personal use. Such calls should be limited in number and duration, and you should not abuse this 
privilege. When nonbusiness or personal long-distance telephone calls are placed from any company facility, charges 
should be reversed or charged to the employee's home telephone number.

Telephones should be answered promptly at all times during working hours. You should make arrangements for 
someone to take your calls or to have calls forwarded when you are absent from your work area.

Sample Policy 6

The telephone is a very important business tool. Customers call in orders, our suppliers call us, prospects make 
inquiries, and customer needs are satisfied through the use of company telephones.

You may make important local personal calls before or after work, but do not tie up the lines with private calls from 8 A.
M. to 5 P.M., except for real emergencies. Ask any persistent friend calling to do the same. Use of company phones for 
personal long-distance calls is not allowed. In cases of emergency, we will assist you in any telephoning that is 
necessary. Pay phones are strategically located in the cafeteria areas to provide outside access during employee work 
breaks.

Involvement in Community Activities

Sample Policy 1

In general, the company encourages you to be active, involved members of your community. The opportunities that 
outside activities present for personal growth and fulfillment, as well as for professional growth, are many.

The primary responsibility of all employees is to carry out the work assigned to them by the company, and they should 
not participate in any outside activity that conflicts with such responsibility or with the interest of the company.

There are various outside activities that might interfere, directly or indirectly, with your obligation to the company. 
When there is a possibility of interference or conflict, the best interests of both the employee and the company require 
that the particular activity have company approval. Therefore, as a general rule, you should inform your supervisor of 
all such proposed activities and obtain approval.

Sample Policy 2

You are encouraged to take an active part in community and civic activities. Whether you participate in civic or service 
organizations or in "drives" such as the United
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Way Fund effort, it is hoped that each of you will do your part to make our community a more desirable place in which 
to live. Employees who assume civic responsibilities within their community develop the qualities of leadership that 
will contribute to their progress in the bank.

Sample Policy 3

We recognize that our company is an important factor in the life of each community in which it operates and that is has 
a responsibility to cooperate with local government and with organizations interested in the welfare of these 
communities. It is our hope that all our employees accept this responsibility and take part in discussions and activities 
designed to solve community problems in the best interest of our community, our personnel, and our company.

Our record of good citizenship is important to us. Public relations can be good, bad, or indifferent. We appreciate your 
efforts to build good friendships for our company.

Business Ethics

Sample Policy 1

The Code of Business Practices and Ethics should guide and direct employees' company-related actions and activities.

The company considers respect for the highest ethical standards to be more important than any short-term or temporary 
gain the company or the employee may receive. The company policy strongly suggests that all employees act as leaders 
and set an example among their business, personal, and professional acquaintances by their conduct.

Management responsibilities. Executives, managers, and supervisors must be sure that their employees understand and 
comply with the code of ethics. They should also actively encourage employees to become so familiar with the code 
that acting properly is second nature.

At least once a year, supervisors must certify to their division heads that they and their subordinates have complied with 
the code during the preceding year.

Financial officers' responsibilities. Financial officers must make sure all transactions and financial activities are 
conducted according to the strictest legal and ethical standards. They must report to the controller any actual, apparent, 
or potential transaction that violates the code of ethics.

Ethics Committee. The president will name a nine-member Ethics Committee to promote active compliance with the 
code of ethics. The Ethics Committee should also promote improved standards of ethical behavior within the industry 
and the community by supporting appropriate programs, procedures, and legislation.

Permanent members of the committee should be the president and the legal counsel. Other members should include 
management, supervision, collective bargaining representatives, and employees. They should serve staggered terms of 
one to three years.
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The Ethics Committee will advise all employees in specific situations. It will decide on the proper course of action 
when questionable practices are brought to its attention and will serve as the judge of all serious violations or apparent 
violations of the code. It may delegate to management the power to determine the appropriate course of action for less 
serious code violations.

Obligation to report. Each employee has the direct obligation and responsibility to report his or her own and any other 
real or apparent violations of the code of ethics. Employees should first report questionable practices to their department 
head, but they may go directly to the office of the legal counsel or the Ethics Committee. Depending on the seriousness 
of the situation, the manager or the committee should quickly respond to the report and take all necessary action to 
make sure that the violation is corrected or the situation clarified.

If an employee is not satisfied with the initial response, he or she should appeal directly to the president. No reprisals or 
other harm may come to any employee for reporting a real or apparent violation. However, if an employee is aware of, 
but fails to report, a situation, he or she will be held responsible for this failure. It could lead to disciplinary action.

Enforcement and sanctions. The company considers any violation of the code to be an important matter. The Ethics 
Committee or its delegated representative may take appropriate disciplinary action, including demotion, suspension, 
reprimand, and discharge, in response to violations. If will consider the circumstances of the situation, the employee's 
actions or decision, and the employee's response to the allegation; lack of knowledge of the Code of Ethics will never be 
considered a legitimate excuse.

The company prefers not to maintain such strict disciplinary procedures. It would prefer that employees act according to 
the dictates of their consciences. But in an imperfect world, the company must make it clear that each employee is 
expected to apply the code of ethics to all business activities.

Compliance with the law. Company policy is to obey the law and regulations of every state and country in which the 
company does business. The company recognizes that many interpretations of the law often exist and that employees 
who are untrained in the law may find it difficult to distinguish proper from improper conduct.

In such cases, each employee should seek the advice of respected managers, legal staff, or the Ethics Committee before 
he or she acts. However, when the needed advice cannot be obtained quickly enough, the employee should act as his or 
her best judgment and conscience dictate. No employee should act, or be required to act, in a manner that he or she 
would be embarrassed or ashamed to read about in the newspapers.

Employees should also avoid the appearance or suspicion of improper or illegal conduct in any business affair. If they 
are in doubt, they should refrain from taking the questionable action.

Company loyalty. Each employee should always act in the best interests of the law and in accordance with the highest 
ethical standards. In doing so, he or she will always be acting in the company's best interests. No employee should be 
influenced by outside interests or relationships that jeopardize the company's or the employee's reputation and integrity.
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Discounts, rebates, credits, and preferential treatment. Employees should avoid improper or questionable credits, 
rebates, discounts, or allowances on any company product or service. The Ethics Committee will determine accepted 
practices in this area.

Each employee involved in such transactions must maintain exact records as required by law and the company when 
granting such preferences.

Naturally, the company will engage in legal and accepted competitive practices. That is the essence of a free enterprise 
system.

Employees should be thoroughly familiar with applicable laws, particularly the price discrimination provisions of the 
Robinson Patman Act. They should refer any questions to the legal staff.

Personal use of company property. Employees may not use, divert, or appropriate company property, equipment, 
services, or assets for personal use or benefit. The improper and unauthorized use of any of these will be treated as theft.

Even seemingly minor activities such as using the copying machines for personal needs erode company profits and 
create unhealthy precedents.

Employees may use certain equipment and office supplies, provided they obtain their supervisors' permission and 
immediately reimburse the company for the value of the items or service. No exceptions are allowed.

Expense accounts. Company expense accounts require special treatment. ''Padding" of expense accounts is prohibited. 
Other unacceptable practices include swapping airplane tickets for cheaper ones and pocketing the difference, 
exaggerating business entertainment costs, double-billing, and registering in a hotel and not making use of the room 
while staying for free elsewhere.

If an employee is caught in an unethical or illegal use of an expense account, he or she is liable for federal tax penalties, 
including jail. However, the company's reputation and integrity will also be harmed, and the company becomes liable 
for federal penalties on unpaid withholding taxes.

These factors make accurate expense account management an essential job responsibility for each employee concerned.

Confidential company information. Confidential company information is considered company property and may be used 
or disclosed only with proper authorization and only in the exercise of an employee's duties.

The company, through its disclosure policy, will keep the amount of information it considers confidential to a 
minimum. However, it has the right to protect certain types of information, especially information that might jeopardize 
the company's existence, give competitors overwhelming advantages, or harm company investors and employees.

Categories of information. The Ethics Committee will decide which categories of information are to be considered 
confidential. When determining standards, the guiding principle should be a clear business need to protect the 
information.

Confidential categories of information include proposed or advance plans for new products, facilities' construction, 
earnings, dividends, managerial or organizational changes, and unpublished or proprietary information about product 
design, development, research, manufacture, and distribution.

Employees' responsibility. Each employee must protect confidential information
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to which he or she has authorized access or to which he or she gains inadvertent access. Access in itself never confers the privilege to disclose 
the information.

Release of information. Confidential information may be released only by official company announcement from the office of the president or 
with the president's written permission. Release of such information must be approved by the Executive Committee.

Improper use. The company considers the following actions to be improper and unlawful use of confidential information:

*
Using the information for personal benefit

* Using "inside" information to buy or give advice about buying company securities

* Discussing confidential information with family, relatives, friends, of business and professional associates
 

Such improper and illegal disclosure will be treated in the strictest legal manner, and the company may exercise its right to file civil and criminal 
actions.

Sample Policy 2

The company's reputation and the trust and confidence of those with whom we deal are among our most vital corporate resources. Our company 
is committed to conducting its affairs in a uniformly ethical manner and prusuant to a standard of fundamental honesty and fair dealing. This 
standard requires adherence to all laws, regulations, and normal ethical practices that apply to the company's business activities.

Areas for potential conflict. Employees have a responsibility to work in the best interests of the company and to avoid situations and actions that 
may be or that create the appearance of being in conflict with the company's objectives and principles. While it is not possible to list every 
circumstance that may lead to a conflict of interest, the following are examples of employee activities that must be avoided:

*
Holding a substantial financial interest in any enterprise with which the company has business dealings (e.g., competitors, suppliers, 
and customers). (Interest of less than $10,000 or that, regardless of value, amount to less than 1 percent of an enterprise are not 
considered to be substantial.)

* Accepting, directly or indirectly, from any vendor or supplier of services, any vacations, cash payment (other than reimbursement of 
reasonable out-of-pocket expenses), service, loan (except from banks or other financial institutions), or discount (except those 
offered to employees of the company) by an employee or any member of an employee's immediate family

* Accepting gifts from any vendor or supplier of materials or services
 

In addition to these prohibitions, there are borderline situations that give rise to possible conflicts of interest. The following serves as a guide to 
the types of activities that should be fully reported to the company:
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* Acting as a director, officer, or employee of any business or other institution with which the company has a competitive or 
significant business relationship. The employee should report to his or her supervisor any situation in which members of the 
employee's immediate household hold positions that are likely to cause the employee to have a conflict between the interests of the 
company and another institution.

* Competing with the company for the purchase or sale of any kind of property (tangible or intangible) or diverting a business 
opportunity from the company for the employee's personal interest

* Using company assets (e.g., funds, facilities, know-how, or personnel) for the benefit of other business or personal interests

* Engaging in outside activities that reduce the employee's impartiality or judgment or that may interfere with or adversely affect the 
employee's ability to perform company work

 

Honoraria. From time to time, employees may be asked to represent the company before an outside group or trade association. In such instances, 
employees may accept expense reimbursement but should decline any fees offered. If an honorarium cannot be declined, the employee should 
request that the granting organization contribute the honorarium to a charity or some other nonprofit agency. If the granting organization will not 
comply with this request, the employee must donate the money to a charity or some other nonprofit agency.

Approvals and advice. Employees are encouraged to discuss issues and concerns pertaining to the company's commitment to ethical business 
practices with their supervisors. All managers shall be responsible for the enforcement of compliance with this policy. Employees must obtain 
approval from their supervisor, the appropriate area or functional vice president, and an authorized representative from the Law Department 
before undertaking any of the activities identified as possible conflicts of interest in this business ethics policy.

5.16 
Disclaimers and Handbook Acknowledgment/Receipt Statements

a 
Employee Disclaimers and Handbook Acknowledgment/Receipt Statements Checklist

The following checklist can be used to help determine the various subjects to include in your handbook. Sample handbook statements covering 
many of the items in this checklist appear in this section. They can be used to help draft your personalized employee handbook statements.
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Our Employee Handbook Should Include:

Disclaimer Statements

1.
Does our corporate personnel policy and procedures manual contain a sample or model disclaimer 
statement?

Yes___ No___ Maybe___

2.
Does our present employee handbook contain a disclaimer statement in the introductory section? Yes___ No___ Maybe___

3.
Does our present employee handbook contain a disclaimer statement in the "Summary" or 
"Acknowledgment/Receipt" page?

Yes___ No___ Maybe___

4.
Has the disclaimer statement been reviewed by an employment attorney for compliance? Yes___ No___ Maybe___

5.
Should the disclaimer statement clearly indicate that the new, revised employee handbook is not a 
contract?

Yes___ No___ Maybe___

6.
Should the disclaimer statement confirm that employment may be terminated at any time for any 
reason?

Yes___ No___ Maybe___

7.
Should the disclaimer statement include the company's "employment-at-will" rights? Yes___ No___ Maybe___

8.
Will the disclaimer statement indicate that employees also have the right to terminate their 
employment at any time for any reason?

Yes___ No___ Maybe___

9. Should the employee "discipline and conduct" section of the handbook avoid progressive discipline 
or a statement that employees will be disciplined or terminated only for "just cause"?

Yes___ No___ Maybe___

 
  

 

file:///E|/Buku%20Ekonomi2/Addition%201/How%20to%20Develop%20an%20Employee%20Handbook/files/page_352.html4/16/2009 4:07:51 AM



page_353

Page 353

10.
Should a tryout statement provide that at any time during the period an employee may resign or be 
terminated without prior notice or obligation?

Yes___ No___ Maybe___

11.
Should the introductory disclaimer statement provide that the handbook is neither a contract nor an 
agreement of employment for a definite period of time but a summary of company policies, work 
rules, and benefits?

Yes___ No___ Maybe___

12. Should the introductory disclaimer statement provide the right for management to change, amend, 
or delete some of the personnel policies and benefits contained in the handbook, with notification by 
management when new or revised policies are implemented?

Yes___ No___ Maybe___

Acknowledgment/Receipt Page

1.
Should the acknowledgment/receipt page contain an "employment-at-will" disclaimer statement? Yes___ No___ Maybe___

2.
Has the existing acknowledgment/receipt page been reviewed by an employment attorney for 
compliance with federal and/or state "employment-at-will" statutes?

Yes___ No___ Maybe___

3.
Should the acknowledgment/receipt page clearly provide that the new, revised employee handbook 
is not an employment contract?

Yes___ No___ Maybe___

4.
Should the acknowledgment/receipt page confirm that employment may be terminated at any time 
for any reason?

Yes___ No___ Maybe___
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5.
Should the acknowledgment/receipt page include the company's "employment-at-will" rights? Yes___ No___ Maybe___

6.
Will the acknowledgment/receipt page provide that employees also have the right to terminate their 
employment at any time for any reason?

Yes___ No___ Maybe___

7.
Should the acknowledgment/receipt page provide that the handbook is neither a contract nor an 
agreement of employment for a definite period of time but a summary of company policies, work 
rules, and benefits for employees?

Yes___ No___ Maybe___

8.
Should the acknowledgment/receipt page provide the right for management to change, amend, or 
delete some of the personnel policies and benefits contained in the handbook, with notification by 
management when new or revised policies are implemented?

Yes___ No___ Maybe___

9.
Should the acknowledgment/receipt page avoid the requirement that employees "obey," "comply 
with," or "abide by" the policies and procedures outlined in the employee handbook?

Yes___ No___ Maybe___

10.
If the handbook contains a "union-free" policy statement, will the acknowledgment/receipt page 
avoid any wording requiring employees to acknowledge that, "in consideration of my employment, I 
agree to comply with all personnel policies and requirements of the company"?

Yes___ No___ Maybe___
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11.
Should the acknowledgment/receipt page include this statement: "The handbook policies described 
herein are not conditions of employment, and the language is not intended to create a contract 
between the company and its employees"?

Yes___ No___ Maybe___

 

b 
Sample Policies

Disclaimer Statements

Sample Policy 1 (Introductory Page Handbook Disclaimer Statement)

This handbook has been prepared to help you become familiar with your new employer and to make your transition smooth and effective. It is 
neither a contract nor an agreement of employment for a definite period of time; rather, it is a summary of company policies, work rules, and 
benefits you enjoy as an employee. From time to time, conditions or circumstances may require management to change, amend, or delete some 
of the policies and benefits contained in this handbook. When such changes are made, management, of course, will notify you of the new or 
revised policy.

The contents of this handbook are presented as a matter of information only. None of the benefits or policies in this handbook are intended by 
reason of their publication to confer any rights or privileges upon you or to entitle you to be or remain employed by the employer. While we 
hope that your employment with the employer will be long-lasting, employees are, of course, free to resign at any time just as the company is 
free to terminate your employment at any time.

Sample Policy 2 (Pre-Employment Letter Containing Disclaimer Statement)

In consideration of my employment, I agree to conform to the rules and regulations of the employer, and my employment and compensation can 
be terminated, with or without cause and with or without notice, at any time, at the option of either the employer or myself. I understand that no 
manager or representative of the employer, other than (designate specific representative) has any authority to enter into any agreement for 
employment for any specified period of time, or to make any agreement contrary to the foregoing.

Sample Policy 3 (Pre-Employment Interview Agreement With Job Applicants

[The purpose of the following pre-employment agreement is to protect the employer from potential future liability when investigating the job 
applicant's prior employment
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record, as well as to disclaim any verbal or oral promises made to job applicants by managers or persons involved in the 
pre-employment interview process.]

I hereby give (name of employer) the right to make a thorough investigation of my past employment, education, and 
activities, and I release from all liability all persons, companies, and corporations supplying such information. I agree to 
indemnify (name of employer) and its officers and employees against any liability that might result from making such 
investigation. I understand that any false answer or statements or implication made by me in this application or other 
document shall be considered sufficient cause for denial of employment or discharge.

In addition, I understand that nothing contained in this employment application or in the granting of an interview is 
intended to create an employment contract between (name of employer) and myself for either employment or for the 
providing of any benefit. No promises regarding employment have been made to me, and I understand that no such 
promise or guarantee is binding upon (name of employer) unless made in writing. If an employment relationship is 
established, I understand that I have the right to terminate my employment at any time and that (name of employer) 
retains the same right.

I understand that if employment is offered in response to this application, my employment may be terminated by me or 
by (name of employer) at any time at the convenience of the terminating party, with or without cause, and with or 
without notice. I understand that no representative of (name of employer) other than (specify the person or job title) has 
authority to enter into an agreement for any specified period of time or one contrary to the foregoing. I agree that my 
employment may be terminated by (name of employer) at any time without liability for wages or salary except such as 
may have been earned at the time of such termination.

Sample Policy 4 (Disclaimer Statement Found on Employee Handbook Acknowledgment/Receipt Page)

The following is a typical disclaimer statement that appears on an employer's acknowledgment/receipt page of the 
employee handbook.

We have prepared this handbook as a guide to policies, benefits, and general information to assist you during your 
employment. However, neither this handbook nor any other company communication or practice creates an 
employment contract. The company reserves the right to make changes in content or application of its policies as it 
deems appropriate, and these changes may be implemented even if they have not been communicated, reprinted, or 
substituted in this handbook. It is also understood that nothing in this handbook or any other policy or communication 
changes the fact that employment is at will for an indefinite period, unless terminated at any time by you or the 
company.

I understand that no employee or representative of the company, other than the President, has any authority to enter into 
an employment contract or to change the at-will employment relationship or to make any agreement contrary to the 
foregoing.
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I acknowledge receipt of the employee handbook and understand that my continued employment constitutes acceptance 
of any changes that may be made in content or application of the handbook.

Employment-at-Will Disclaimers

Sample Policy 1

This is not a contract of employment. Any individual may voluntarily leave employment upon proper notice or may be 
terminated by the employer at any time and for any reason. Any oral or written statements or promises to the contrary 
are hereby expressly disavowed and should not be relied upon by any prospective or existing employee. The contents of 
this handbook are subject to change at any time at the discretion of the employer.

(Date) (Employee Signature)
 

Sample Policy 2

"Employment-at-will" refers to the traditional relationship between employer and employee, specifying that the 
employment relationship may be terminated by either party unilaterally. Thus, this handbook is not an expressed or 
implied contract of employment but rather an overview of working rules and benefits at our company.

(Date)
(Employee Signature)

 

Sample Policy 3

The contents of this handbook are presented as a matter of information only. The personnel policies and procedures and 
employee benefits described are not conditions of employment. Our company reserves the right to modify, revoke, 
suspend, change, or terminate any or all such personnel policies and benefits plans, in whole or in part, at any time, with 
or without notice. The policy statements that appear in this handbook are not intended to create or to be construed to 
constitute a contract between our company and any one or all of our employees.

Acknowledgment/Receipt Pages

Sample Policy 1

I have received my copy of (name of company) Employee Handbook. I understand that this handbook is intended as a 
guide for personnel policies, benefits, and general information and that these guidelines should not be construed as an 
employment contract.
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I understand that management reserves the right to make changes in the guidelines or their application as it deems appropriate, 
and these changes may be made with or without notice. I also understand that employment is terminable at the will of either 
myself or the company at any time and that no representative of the company other than the President has any authority to make 
any contrary agreement.

Sample Policy 2

This notice acknowledges that you have received your employee handbook from our company. Please fill in your name, sign and 
date this form, and return it to the Human Resources Department within five workdays after you have received your employee 
handbook. This will confirm to us that you have received your revised, new employee handbook.

Printed Name of 
Employee: 

Signature of Employee:

Date:

Sample Policy 3

We have prepared this handbook as a guide to policies, benefits, and general information that should assist you during your 
employment. However, these guidelines should not be construed as a contract. The company reserves the right to make changes in 
content or application as it deems appropriate, and these changes may be implemented even if they have not been communicated, 
reprinted, or substituted in this handbook. It should also be understood that nothing in this handbook changes the fact that 
employment is at-will for an indefinite period unless terminated at any time by you or the company.

I acknowledge receipt of the Employee Handbook, and I agree to read and abide by the policies set forth in the Handbook.

Sample Policy 4

This certifies that I have received the Employee Handbook outlining the company's policies, rules, and general information. I 
understand that this handbook is not an expressed or implied contract of employment but is an overview of working rules and 
benefits, which can be changed at management's discretion.

Furthermore, I acknowledge that my employment is not guaranteed for any particular length of time and that either party remains 
free to terminate the employment relationship at any time.

(Date)
(Employee Signature)
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Sample Policy 5

On this date I have received a copy of the Employee Handbook. This handbook contains a brief description of the employee 
benefits and company policies and other important job-related information.

This handbook is also designed to answer many of the questions that may arise in connection with my employment with (name of 
company). Neither the handbook nor any of its individual terms constitutes or represents contracted commitments between the 
company and its employees or modifies the prevailing employment-at-will relationship.

(Date)
(Employee Signature)

 

Sample Policy 6 (Acknowledging Receipt and Reading of Employee Handbook)

I understand that (name of company)'s employment application and any other name of employer documents, including the (name 
of company)'s employee handbook, which I have received and read, are guidelines only and are not to be interpreted as a contract 
between myself and (name of company) and that I may voluntarily leave employment upon proper notice and may be terminated 
by (name of company) at any time and for any reason. I understand that any oral or written statements to the contrary are hereby 
expressly disavowed and should not be relied upon by myself. I further understand that (name of company) reserves the right to 
change, modify, or delete any of its rules and provisions of its handbook at any time.
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SECTION 6 
RELEVANT FEDERAL AND STATE REGULATIONS AND COURT DECISIONS

6.01
Employment-at-WillYesterday and Today

6.02 The Beginning of Federal Regulations and Restrictions on Employment-at-Will

6.03 Wrongful Discharge Lawsuits and Employee Handbooks

6.04 Court Rulings Involving Employee Handbooks

6.05 ''Implied Contracts" and Employee Handbook Policy Statements

6.06 Employer Guidelines for Preventing Wrongful Discharge Lawsuits

6.07 Federal Regulations Affecting Personnel Policies and Procedures

6.08 Appendix

Exhibit 6-A1. State Laws That Recognize "Implied Contracts" as Cause for Wrongful Discharge

Exhibit 6-A2. Employees' Job Protection Laws and Rights

Exhibit 6-A3. Federal Contractor Employees' Job Protection Laws and Rights
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Observations and Recommendations: Maintaining Employee Handbooks in a Workplace Regulated by Federal/State 
Court Decisions and Regulations

Section 1 of this manual contains a list of the important objectives, advantages, and benefits that accrue to an employer 
by having an up-to-date published employee handbook. The section also includes a list of the advantages of publishing a 
new handbook and revising a current handbook.

One of the important employer advantages listed is as follows:

An employee handbook can be a valuable legal defense for an employer if and when faced with an employee 
lawsuit alleging that a former employee was "wrongfully discharged."

Some state courts have recognized "implied contracts" as cause for wrongful discharge on the basis of "oral 
representations of job security" by supervisors and managers or of implied contracts deriving from printed statements in 
employee handbooks and personnel policy manuals. It is clear that if those employers had had a properly worded, clear 
disclaimer statement in a current, updated employee handbook distributed to all employees, including those former 
employees who were suing their former employer for "wrongful discharge," the employer would have had an invaluable 
defense documentation. With a properly worded published disclaimer statement prominently placed in the employee 
handbook and understood by all employees, the employer would have been less vulnerable to a lawsuit based on oral or 
verbal promises relating to job security, permanency of employment, or job tenure made to former employees during 
their employment, during the hiring process, or during performance appraisal reviews by supervision.

6.01 
Employment-at-WillYesterday and Today

In those states where traditional "employment-at-will" law exists, an employer still has a right to terminate or discharge 
an employee for just cause or for no proper cause. Today, it is estimated that close to 70 percent of working men and 
women in the United States, almost 76 million men and women, are employed by employers on an "at-will" basis. 
These working employees have not been hired on the basis of an employer-employee contract agreement; neither have 
they been employed or are they working under any provisions of a bona fide collective bargaining agreement negotiated
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between the employer and a union representative. Most union labor agreements require that employees be disciplined and/or discharged for 
only "just cause" or "proper cause." Thus, in the past, employees protected from "employment-at-will" managerial prerogatives have included 
the following:

*
Union members represented by labor unions with collective bargaining agreements

* Civil service employees

* Other employees covered by expressed or implied employment contracts
 

The employment-at-will issue historically has placed an individual's job rights against the right of an employer to employ whomever he wishes 
and to terminate whomever he wishes.

The old English common law permitted employers to exercise almost total control of the employer-employee relationship and enabled them to 
employ or terminate anyone at their discretion. This relationship grew out of the historical "master-servant" relationship in which the master 
had the absolute right to discharge the servant for any reason or for no reason at all. The idea of "employment-at-will," developed during the 
industrial revolution in the late 1800s, extended to employees the right to quit their jobs whenever they wanted to and also gave the employers 
the right to hire or fire for any reason at any time.

6.02 
The Beginning of Federal Regulations and Restrictions on Employment-at-Will

Beginning in the early 1900s, a number of federal employment laws were passed by Congress that restricted the right of the employer to 
terminate employees for any reason or for no reason at all. One of the most significant federal labor laws passed was a bill sponsored by 
Senator Robert Wagner of New York. The 1935 Wagner Act, better known as the National Labor Relations Act, not only gave employees the 
right to form and join labor unions for purposes of collective bargaining over their wages, benefits, and working conditions; it also established 
protection of that right by prohibiting employers from disciplining or discharging employees for engaging in union activity for purposes of 
collective bargaining or concerted activity for their mutual aid or protection (Section 7).

Since then, more than twenty-five other federal employment laws have been passed by Congress that restrict the employer's right to hire
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and fire "at the will of the employer." Most of these federal employment laws are well known to most human resources 
professionals and personnel managers. They are highlighted in the appendix to this section in Exhibit 6-A2.

In addition, almost two-thirds of the states have amended a number of old, established common-law employment-at-will 
doctrines, substantially reducing employers' right to terminate employees where there is no specified term of 
employment in an employment agreement or where there is no labor agreement. Under traditional common-law 
employment-at-will state statutes, an employer could hire an employee for any period of time, and the employee could 
be terminated by the employer at any time during the term of employment, with or without notice and with or without 
just cause, when there existed no employment contract or state law limiting the right to terminate or employ at will.

6.03 
Wrongful Discharge Lawsuits and Employee Handbooks

In recent years, a number of state courts have ruled on a significant number of "employment-at-will" cases in which 
former employees have filed lawsuits against their former employer alleging that they were terminated improperly or 
"wrongfully." Their attorneys have attempted to support such lawsuits with policy statements or language from 
employee handbooks that were distributed to employees during the employment process or by verbal or oral statements 
made to them during pre-employment interviews, at performance evaluation reviews, or during disciplinary interviews 
by supervision. (See Exhibit 6-A1, "State Laws That Recognize 'Implied Contracts' as Cause for Wrongful Discharge," 
at the end of this chapter.)

One of the most important "employment-at-will" cases was Blue Cross/Blue Shield Company v. Toussaint, heard before 
Michigan Supreme Court in 1980. When interviewed and hired, a new employee asked the employer questions about 
future "job security." During the trial, the former employee testified that management had told him he could be 
employed "as long as I did my job." Furthermore, the employer had presented him with an employee handbook in which 
existed a disciplinary policy stating that employees would be terminated only for just cause. Following his termination 
of employment, the employee sued his former employer for breach of contract.

Blue Cross/Blue Shield was found to have breached an employment agreement with the former employee because of 
poor wording in the employee handbook, as well as the promise to the new employee that he
  

 

file:///E|/Buku%20Ekonomi2/Addition%201/How%20to%20Develop%20an%20Employee%20Handbook/files/page_364.html4/16/2009 4:07:53 AM



page_365

Page 365

would have job security and steady work "as long as he did his job." The Michigan court concluded that such wording, 
verbal or written, may become "part of the employment contract, either by express agreement, oral or written, or as a 
result of an employee's legitimate expectations grounded in an employer's policy statements."

It is in the termination of employment that most employers are haunted by poorly worded employee handbooks or by 
uninformed, ill-thought-out statements made to employees during the pre-employment interview or hiring process or 
during disciplinary or performance evaluation reviews. It is obviously more difficult for an employer to monitor 
statements, promises, and opinions voiced to employees by management than it is to monitor and clean up properly 
worded policy statements involving discipline or discharge or guarantees of employment status in employee handbooks.

6.04 
Court Rulings Involving Employee Handbooks

One of the most effective employer defenses in wrongful discharge cases is a properly worded, currently issued 
employee handbook. What the employee handbook language states, and how, as well as the intent of the statements, are 
among the most important pieces of evidence in employment law litigation today. Following are several significant 
employment law cases dealing with discipline and discharge that reinforce important guidelines for properly worded 
employee handbooks. These cases also confirm the importance of having the final draft of any revised or new employee 
handbook thoroughly read by a professional consultant who is competent in the drafting and editing of employee or 
personnel policy handbook language or by the employer's legal department or outside employment law counsel.

A U.S. District Court issued a decision in 1985 concerning an employee handbook in Thompson v. American Motor 
Inns, 623 F. Supp. 409 (W.D. Va 1985). Thompson was a full-time desk clerk and night auditor for American Motor 
Inns. The employee handbook provided that after serving a probationary period, an employee became a "permanent" 
employee. The handbook also provided for a discipline system that employed written and verbal warnings and stated 
that three such warnings could result in dismissal.

One evening in 1982, a counselor of a children's shelter brought five children to the Holiday Inn where Thompson was 
on duty. The counselor filled out the registration and attempted to pay for the lodging by personal check. Thompson 
refused the check because the counselor had no personal
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identification. The counselor left the Holiday Inn without any mention of who he was or why he needed the room. 
Shortly thereafter, Thompson was discharged on account of the incident.

He filed an action against his employer alleging that he had been discriminated against because of his age and that his 
employer had breached its "contract" with him. Although the court acknowledged that the employment-at-will doctrine 
is recognized in Virginia, the court referred to this doctrine as "anachronistic" and "antiquated." The court ultimately 
concluded that the employment-at-will doctrine was not a substantive rule of law but merely a rebuttable presumption.

With reference to the handbook, the court found that the employer had "made specific promises" to its employees not to 
dismiss them without utilization of the warning system and that Thompson was an excellent employee who had not 
been given notice of failure to comply with company policy. It was clear to the court that Thompson had been 
discharged wrongfully.

Another Virginia employer was sued in the Circuit Court of Scott County Virginia, by a former employee who alleged a 
cause of action arising from a breach of employment contract [Hillman v. Louisiana-Pacific Corporation, Chancery No. 
2832 (1989)]. The employee admitted that his employee handbook was the employment contract referred to in the 
complaint. At the time of his employment, the employee had read and agreed to a section called "Conditions of 
Employment," which stated that he could be "terminated at any time without liability" and "that no employment contract 
is being offered." More significantly, the employee agreed that his "employment will not imply that any employment 
contract is being offered."

Regardless of the employee's assumption that he could not be discharged without what he felt was "good reason," it was 
clear that the plaintiff had no contract with defendant that required "good cause" or "just cause" for his termination. 
Because the employee could not prove a contractual relationship with his employer, the employee could not prove a 
breach of contract, and the court entered summary judgment for the employer.

In Sullivan v. Snap-On Tools Corporation, Civil Action No. 88-0443-R (E.D. Va 1989), Sullivan contended that his 
employment contract contained a "just cause" provision that removed him from at-will status. There was no written 
"just cause" agreement, but the employee argued for such a requirement because of the suggested disciplinary 
procedures set forth in the handbook. According to the court, however, the "strongest indicator of the nature of the 
employment relation" was found in the express at-will language contained in the handbook, wherein it was provided 
that "an employee may be dismissed at the discretion of the employer." Quoting Miller v. SEVAMP, the court concluded 
that a "clearer
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expression of intent to create at-will employment can hardly be imagined."

In Castiglione v. The Johns Hopkins Hospital, 69 Md.App. 325,517 Atl.2d 786, 105 Lab.Cas. ¶55,629 (1986), the court ruled that a dischargee 
had no cause of action against her former employer for breach of contract. The employee handbook conspicuously stated that it was not an 
employment contract and that the employer retained the right to direct and discipline the workforce. The employee could not be said to have a 
legitimate expectation of interest in her job where the handbook disclaimed the employer's intention to create such expectations. Her argument 
that the disclaimer should not be enforced because it was inequitable also was rejected because she had not alleged fraud, mistake, or oppression.

An important U.S. Court of Appeals (Cincinnati) decision relevant to those preparing new or revised employee handbook ruled that the at-will 
language in an employee handbook created an at-will employment relationship even though the handbook also outlined specific causes that could 
lead to dismissal. In the case that led to this ruling, Pratt v. Brown Machine Co., CA6, 1988, 3 IER Cases 1121, a worker was fired for refusing to 
apologize to a manager after accusing him of making obscene phone calls to his wife. The employee sued the company for wrongful discharge, 
claiming that the employee handbook, which listed specific dischargeable offenses, meant that dismissals could be only for just cause.

Finding that the last page of the handbook specifically stated that employment was terminable at will, the court ruled that the handbook's listing 
did not indicate that the acts it specified were the only ones that might lead to dismissal. Moreover, the court pointed out, the list did not detract 
from the handbook's explicit at-will language.

6.05 
"Implied Contracts" and Employee Handbook Policy Statements

A number of state courts have recognized exceptions to state employment-at-will statutes based on one or more of the following theories:

*
Implied contracts (such as employee handbooks, personnel policy manuals, oral representation, and promissory estoppel)

* A covenant of "good faith" and fair dealings

* Public policy
 

In most wrongful discharge claims filed in state courts, it is the nature of the claim that determines the financial remedy for an employee who 
prevails in a wrongful discharge lawsuit. For example, if the employee's
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attorney sues on an alleged "contractual" cause of action, an employee may collect back pay, front pay, and other 
compensatory damages.

Properly worded employee handbooks that are free from confusing, inconsistent, or restrictive policy statements 
pertaining to progressive discipline and that contain no language restricting the right of the employer to terminate at 
will, such as "for proper or just cause," can assist in an employer's defense against a wrongful discharge lawsuit by 
disproving that the employee handbook policy statement is an "implied contract" that prohibits the employer from 
terminating an employee at will. Exhibit 6-A1 provides an analysis of states that recognize "implied contracts" as a 
cause for wrongful discharge. Such "implied contracts" include oral representations of job security, a covenant of good 
faith and fair dealing, an employer's written discipline or discharge policy and procedure, and promissory estoppel (you 
cannot retract a promise if the promisee has taken action based on the promise). One example of "promissory estoppel'' 
occurs when a prospective applicant quits his or her job to accept an offer of employment but fails to receive the 
promised job opportunity or, if hired, is terminated shortly thereafter.

Oral Representations. A number of states have upheld wrongful discharge lawsuits filed by employees who claim that 
an employer or management representative made a verbal or oral statement that created an "implied contract," thus 
restricting the employer's right to terminate the employee at will. Oral promises to employees that they will be 
terminated only "for just cause" are an example of an oral representation of job security that could haunt an employer 
who does not wish to follow a progressive discipline system prior to terminating employees.

Covenant of Good Faith and Fair Dealing. Some state courts enforce the belief that there is an implied contract in the 
employer-employee relationship that applies to employees hired or terminated at will. The essence of this belief is that 
an employee "contract" or "covenant" is implied in every employer-employee relationship in order to prevent an 
employee from being discharged in bad faith.

Because state courts have tended to rule that employers are bound by employee handbook policy statements, most 
revised or new employee handbooks contain "disclaimer" statements in the introduction or in the introductory section of 
the handbook, as well as on the acknowledgment/receipt page. Disclaimer statements usually provide that neither the 
employee handbook nor any policy statements published are for the purpose of creating any type of an employment 
agreement or contract between the employer and employee. The primary purpose of a disclaimer statement is to give an 
employer a "good faith defense" to any future claim by a former employee that the employee handbook is a bona fide 
contract. (See Section 5.16 for a handbook checklist on disclaimer statements and sample disclaimer statements.)
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6.06 
Employer Guidelines for Preventing Wrongful Discharge Lawsuits

The following suggestion may help you avoid wrongful discharge suits from former employees:

1.
All pre-employment personnel forms, including job applications, should clearly state in a special statement, to be signed by the job 
applicant, that employment is at will. (See Section 3 for a recommended pre-employment statement.)

2.
Employee handbooks, personnel policy manuals, new employee orientation manuals, and any other printed company materials given 
to new employees should be carefully reviewed and revised as necessary to remove any implications that employment is other than 
at the will of the employer. You should also review carefully all bulletin board postings of company policy and procedures to 
minimize the risk that they create an implied contract on behalf of employees. Consider inserting your employment-at-will policy 
statement in stock option plans, bonus plans, and employee promotion documents.

3.
New employees should be given realistic job interviews that include a review of criteria-based job descriptions and that outline 
performance expectations for an employee who wishes to achieve upgraded job opportunities within the organization.

4.
Human resources personnel and supervisors involved in the pre-employment interview process should be alert to any legal 
implications of verbal promises made to job applicants that could involve an implied contract.

5.
Employee performance appraisals and reviews conducted by supervisors must be conducted honestly, objectively, and accurately to 
truly reflect negative as well as positive aspects of each employee's performance. Using criteria-based job descriptions, employees' 
performance evaluations should be carefuly documented and signed off by at least two members of management. If an employee is 
discharged in the future, any performance evaluations that show only positive results can haunt the employer in alleged wrongful 
discharge lawsuits. Proper documentation of the employer's dissatisfaction with the employee's performance should be properly 
recorded and communicated to the employee during a performance review. Be certain the employee understands the areas of poor 
performance and dissatisfaction, and provide the employee reasonable time to improve the on-the-job performance before 
terminating him or her for poor performance (as opposed to clear misconduct).

6.
Employers should establish a well-communicated, published complaint
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resolution procedure that permits employees to discuss on-the-job complaints and grievances with management. A peer review 
procedure or conflict resolution procedure that provides for a fair hearing at higher levels of management will help the employer 
defend a wrongful discharge case, assuming such complaint procedure steps have been complied with.

7.
It is recommended that all terminations be the end result of progressive, corrective discipline wherever possible. It makes sense to 
apply the "golden rule" before summarily discharging any employee. Employees who feel they have been abused or unfairly 
discharged are more likely to bring a wrongful discharge lawsuit against the former employer.

8.
In order to create a more positive feeling following termination for any reason, it is recommended that companies provide exit 
interviews that allow employees to express their feelings about the work environment prior to their termination. In addition, 
employers should provide outplacement counseling services to terminated employees, including assistance in preparing resumes 
and suggestions on how they may search for job opportunities. Counseling should alleviate employees' feelings of hostility or 
bitterness against their former employer and lessen the possibility of a wrongful discharge lawsuit or the filing of discrimination 
charges against the employer.

9.
Always listen carefully and get the employee's side of the story before finalizing any termination decision. It is recommended that 
all decisions to terminate employees be reviewed by an impartial third party within the company, such as the Director of Human 
Resources, who should also seek outside professional or legal advice where necessary or appropriate.

10.
Avoid inaccurate statements of the reasons for discharge of employees. Do not reveal the bona fide reasons for discharge except to 
the few people within or outside the company to whom you are required to give this information.

11.
Consider using a formal severance agreement with appropriately worded releases drafted by company counsel.

 

6.07 
Federal Regulations Affecting Personnel Policies and Procedures

This section will help you understand some of the more important federal regulations that affect the employer-employee relationship. It is 
intended to be not an exhaustive summary but simply a handy reference source for you. In addition, remember that in many jurisdictions there are 
also state and local laws that address the same issues as federal labor laws.
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(These regulations and others that affect personnel policies are described in the appendix in Exhibits 6-A2 and 6-A3.)

Private Employers

Age Discrimination in Employment Act of 1967 
29 USC Sections 621634

Coverage: Employers with twenty or more employees who are engaged in an industry affecting commerce are 
prohibited from discriminating against individuals on the basis of age in hiring or discharge decisions or with respect to 
compensation, terms, conditions, or privileges of employment. The act protects employees who are at least forty years 
of age. There is no upper age limit. Employees of federal, state, and local governments are also protected.

Americans with Disabilities Act of 1990 
42 USC 12101

Prohibits employment discrimination against a qualified individual with a physical or mental disability in application, 
hiring, advancing, training, compensation, and other terms and conditions of employment. Also prohibits discrimination 
on the basis of disability in the enjoyment of goods, services, facilities, transportation, privileges, advantages, and 
accommodations provided by a place of business intended for nonresidential use and that affects commerce.

Bankruptcy Act 
(As amended by the Bankruptcy Act Amendments of 1984) 
11 USC Section 525

Coverage: Any private employer or the federal government may not terminate the employment of or discriminate in 
terms and conditions of employment against an individual who is or has been a debtor under the Bankruptcy Act.

Civil Rights Act of 1964 
Title VINondiscrimination in Federally Assisted Programs 
42 USC Section 2000d

Coverage: Programs and activities that receive federal financial assistance are prohibited from excluding persons on the 
basis of race, color, or national origin.
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Civil Rights Act of 1964 
Title VII Equal Employment Opportunity 
42 USC Section 2000e et. seq.

Coverage: Employers with fifteen or more employees are prohibited from discriminating against any individual with 
respect to compensation, terms, conditions, or privileges of employment because of that individual's race, color, 
religion, sex, or national origin.

Consolidated Omnibus Budget Reconciliation Act of 1986 
(COBRA) 
IRC Section 162(k)

All employers in the United States, excluding church groups and federal employers, with twenty or more employees 
must offer employees and their dependents the right to continue group health (and dental) plan coverage up to thirty-six 
months beyond the date it would otherwise end.

Consumer Credit Protection Act 
15 USC Section 1673

Coverage: All employees are protected by this act. This act sets a national maximum on the amount of an employee's 
wages that can be withheld to satisfy a wage garnishment.

The amount withheld cannot exceed either (1) 25 percent of the employee's weekly disposable earnings or (2) the 
amount by which the employee's weekly disposable earnings exceed thirty times the current minimum wage set by the 
Department of Labor. Each state has its own statutes on garnishments; the federal standard is designed only to set the 
maximum that can be withheld under state law. The federal act does not limit court-ordered wage deductions for the 
support of any person or wage deductions for state and federal tax debts. The act also prohibits an employer from 
discharging an employee whose wages are garnished for one indebtedness.

Employee Polygraph Protection Act of 1988

Prohibits most private employers from using lie detector tests for applicants and employees.

Employee Retirement Income Security Act of 1974 
29 USC Sections 10011461

Coverage: The Employee Retirement Income Security Act (ERISA) sets standards and requirements for the substantive 
provisions and administration
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of employee benefit plans and employee welfare benefit plans, including, for example, pension and profit-sharing plans. 
ERISA does not apply to plans maintained solely to comply with workers' compensation, unemployment compensation, 
or disability insurance laws; plans maintained outside the United States for nonresident aliens; and excess benefit plans.

Equal Pay Act of 1963 
29 USC Section 206(d)

Coverage: The Equal Pay Act is an amendment to the Fair Labor Standards Act (FLSA), and covers the same 
employers. The requirements of the Equal Pay Act, however, are extended to apply to executive, administrative, or 
professional employees and to outside salesmen, even though other FLSA requirements do not. The act prohibits an 
employer from discriminating on the basis of sex by paying persons of one sex less than the wage paid to persons of the 
opposite sex in the same establishment "for equal work on jobs the performance of which requires equal skill, effort, 
and responsibility and which are performed under similar working conditions." Excepted are wage differentials based 
on seniority, merit pay, and piecework, and a "differential based on any other factor other than sex."

Fair Labor Standards Act of 1938 
29 USC Sections 201219

Coverage: The Fair Labor Standards Act (FLSA) covers most employers in the public and private sectors. The act 
requires, first, that employees be paid at least at the minimum wage; second, in general, that they be paid time and one-
half for hours worked in excess of forty in any given week; third, that persons employed in hazardous occupations be 
more than eighteen years of age; and fourth, that minors employed in other occupations be more than fourteen or sixteen 
years of age, depending on the type of work and employer.

Family and Medical Leave Act of 1993 
29 USC Section 2601 et seq.

Coverage: Employers with fifty or more employees in twenty or more workweeks within the current or preceding 
calendar year. The Act provides for a total of up to twelve weeks unpaid, job-protected leave in any twelve-month 
period for the birth of and to care for an employee's child, for the placement of a child with an employee for adoption or 
foster care, to care for an employee's spouse, parent, or child who has a serious health
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condition, and for an employee's own serious health condition that makes the employee unable to perform one or more 
essential functions of the employee's current position.

Federal Election Campaign Act of 1971 
2 USC Sections 431455

Coverage: The act limits the means that a corporate employer may use to solicit contributions from employees for the 
employer's political fund. The act also makes it unlawful for any corporation to make a contribution or expenditure in 
connection with any election at which citizens vote for presidential and vice presidential electors or for a senator or 
representative in Congress. Contributions and expenditures are prohibited in connection with any primary election or 
political convention or caucus held to select candidates for any such office. Note that, while this act applies to elections 
for federal office, many states have similar statutes that limit the contributions of corporations in state and local 
elections. Corporations are permitted by the federal act to establish a separate segregated fund that may be utilized for 
political purposes.

Immigration Reform and Control Act 
USC Section 1324(a) & (b) (1986)

Coverage: All employers, including state and local government employers, must verify that employees hired on or after 
November 7, 1986, are either U.S. citizens or authorized to work in the United States. There is no exception for 
employers with a small number of employees. Verification requires that new hires produce specific documents proving 
their identity and employment eligibility and, further, that both employee and employer complete a government form, 
INS Form I-9, indicating that the new hire is eligible for employment. Form I-9 must be retained for three years from 
the date of hire or until one year after termination, whichever is later. Any employer who knowingly hires or continues 
to employ an unauthorized alien is subject to civil and, in some cases, criminal penalties.

In addition, the act makes it unlawful for employers with four or more employees to discriminate by hiring, recruiting, 
referring, or discharging employees on the basis of national origin, citizenship status, or intention to obtain citizenship, 
to the extent that such discrimination is not covered by Title VII of the Civil Rights Act of 1964. It also grants amnesty 
to aliens who were previously illegal but who have resided continuously in the United States since January 1, 1982, 
have been physically present in
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the United States since the act was passed, and are otherwise admissible as immigrants.

Internal Revenue Code 
26 USC Sections 19602

Coverage: Covering all employers, the code defines the tax treatment of the full range of business expenditures and, 
therefore, has important implications for the benefits to be granted to employees.

Jurors' Protection Act 
28 USC Sections 1363, 1875

Coverage: These statutes prohibit all employers from disciplining any regular employee for the employee's participation 
in jury service.

Labor-Management Reporting and Disclosure Act, 1957 
29 USC Section 153

Coverage: The prupose of this act was the elimination of certain types of wrongdoing on the part of certain unions and 
their officers. A code of conduct was established for unions, union officers, employers, and consultants that guarantees 
certain inalienable rights to union members within their union and imposes certain obligations on unions, union officers, 
employers, and consultants.

National Labor Relations Act of 1935 
29 USC Sections 151169

Coverage: The National Labor Relations Act (NLRA) applies to employees in all industries affecting commerce and to 
all employees except agricultural laborers; individuals employed in the domestic service of a family or person; 
individuals employed by their parent or spouse; independent contractors; and supervisors. The NLRA gives employees 
the right to form, join, and assist labor organizations or to refrain from such activities and to bargain collectively with 
employers.

Norris-LaGuardia Act, 1932 
29 USC Sections 101110

The Norris-LaGuardia Act accords full freedom to employees to organize and to negotiate the terms and conditions of 
their employment through representatives of their own choosing and limits the jurisdiction
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and authority of the courts of the United States in issue restraining orders and injunctions.

Occupational Safety and Health Act of 1970 
29 USC Sections 651678

Coverage: Because the act applies to employers in business affecting commerce, most private employers are covered by 
the act. Those that are excluded are generally subject to safety and health requirements established by other agencies. 
Employers are required to maintain a workplace that is free from recognized hazards likely to cause death or serious 
injury and to comply with the workplace safety and health standards promulgated by the Occupational Safety and 
Health Administration (OSHA). Employers are prohibited from discharging or in any other way discriminating against 
employees who exercise their rights under the act. This precludes an employer from discharging an employee who, 
acting under a reasonable apprehension, refuses in good faith to expose himself to a hazardous workplace condition.

Older Workers Benefit Protection Act of 1990 
29 USC 630 et seq.

The act prohibits employers from reducing benefits because of an employee's age and specifies rules for obtaining Age 
Discrimination in Employment Act of 1967 waivers.

Portal to Portal Pay Act of 1947 
29 USC Sections 251262

Coverage: This act applies to all employees subject to the Fair Labor Standards Act (FLSA); its intent was to abrogate a 
particular judicial interpretation of the earlier act. The Supreme Court had held that the time employees spent in walking 
from the plant gates to their workbenches and in tasks that were preparatory to their day's work had to be counted as 
hours worked in computing pay and overtime. To alter this holding, the 1947 act banned suits by employees to recover 
back pay for time spent on site before and after the completion of their "principal activities" unless that time was 
considered compensable under a contract, custom, or practice in the plant.

Pregnancy Discrimination Act of 1978 
42 USC Section 2000

The Pregnancy Discrimination Act prohibits disparate treatment of pregnant women for all employment-related 
purposes. This act prohibits
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termination or refusal to hire or promote a woman solely because she is pregnant; bars mandatory leaves for pregnant 
women arbitrarily set at a certain time in their pregnancy, rather than on their individual inability to work; protects 
reinstatement rights of women on leave for pregnancy-related reasons, including rights to credit for previous service, 
accrued retirement benefits, and accumulated seniority; and prohibits employers from treating pregnancy disability and 
childbirth less favorably than they treat other causes of disability under fringe benefits plans.

Worker Adjustment and Retraining Notification Act 
(Plant Closing Law) 
20 CFR-TT 639

Coverage: The plant closing law requires employers of 100 or more employees to give sixty days' notice before closing 
a facility or starting a layoff of fifty people or more. Part-time employees, who are described as those who work fewer 
than twenty hours per week or who have been employed for fewer than six of the twelve months preceding the date on 
which the notices are required, are not counted when adding the number of employees under the law.

Federal Contractors

Executive Order No. 11246 of September 26, 1965 
30 Fed. Reg. 12319

Coverage: By this order, every employer who holds a federal contract of $10,000 or more is prohibited from 
discriminating against employees or job applicants on the basis of race, color, religion, sex, or national origin. For 
contractors employing fifty or more employees and holding contracts exceeding $50,000, the order requires written 
affirmative action plans regarding the utilization of minority persons and females.

Service Contract Act 
41 USC Sections 351358

Coverage: Employees engaged in contracts executed by the United States or the District of Columbia are entitled to 
minimum wages by reasons of the Service Contract Act of 1965 if the principal purpose of the contract is to furnish 
services in the United States through the use of service employees. Both prime contractors and subcontractors are 
subject to the provisions of the statute.

Regardless of the contract amount, no employee performing work under
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such contract or subcontract may be paid less than the highest of the minimum wage schedules specified in the Fair 
Labor Standards Act.

Vietnam-Era Veterans' Readjustment Assistance Act of 1974 
(VEVRA) 
38 USC Sections 20112012

Coverage: Employers who have federal contracts of $10,000 or more are prohibited from discriminating against and are 
required to take affirmative action to employ and advance employment-qualified disabled veterans and Vietnam-era 
veterans. A written affirmative action plan is required of employers who hold contracts of $50,000 or more and who 
have fifty or more employees.

The Vocational Rehabilitation Act of 1973 
29 USC Sections 701796i, 793794

Coverage: The act is divided in two parts. The first part, commonly referred to as Section 503, covers private employers 
who are government contractors. The second part, Section 504, applies to programs and activities that receive federal 
financial assistance. For employers holding government contracts and subcontracts in excess of $1,000, Section 503 of 
the act prohibits discrimination against individuals with disabilities. If the employer's contract is $50,000 or greater and 
the employer has fifty or more employees, the employer is required to develop a written affirmative action program for 
the employment of individuals with disabilities. Section 504, on the other hand, only prohibits discrimination against 
individuals with disabilities and does not require an affirmative action plan.

The Uniformed Services Employment and Reemployment Act of 1994 
38 USC Section 4301 et. seq.

Coverage: This act replaces all veterans' rights laws enacted and amended since 1940 (except VEVRA), and codifies 
veterans' rights case law over the same period. It eliminates the earlier distinction between active duty and reserve and 
national guard training duty and covers uniformed services other than military. All employers are covered, regardless of 
the number of employees. All employees are protected from discrimination on the basis of past, present, or future 
service in the uniformed services of the United States. The act guarantees reinstatement of employees who serve in the 
uniformed services, generally to the same or
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similar position with like status and pay and with full credit for seniority and other rights and benefits determined by seniority that they had at 
the start of the leave plus full credit for the period of time spent (up to five years) in service.

6.08 
Appendix

*
State Laws That Recognize ''Implied Contracts" as Cause for Wrongful Discharge

* Employees' Job Protection Laws and Rights

* Federal Contractor Employees' Job Protection Laws and Rights
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Exhibit 6-A1. State Laws That Recognize "Implied Contracts" as Cause for Wrongful Discharge

State Jurisdiction Handbooks/ Manuals Covenant of Good 
Faith and Fair 

Dealing

Oral Representations of Job 
Security

Alabama Yes Yes Yes

Alaska Yes Yes Yes

Arizona Yes Yes Yes

Arkansas Yes No Yes

California Yes Yes Yes

Colorado Yes Yes Yes

Connecticut Yes Yes Yes

Delaware No No No

District of Columbia Yes N/C Yes

Florida Yes N/C No

Georgia Yes No No

Hawaii Yes N/C Yes

Idaho Yes Yes Yes

Illinois Yes No Yes

Indiana No No Yes

Iowa N/R Yes Yes

Kansas Yes No Yes

Kentucky Yes N/C Yes

Louisiana N/C N/C No

Maine Yes No Yes

Maryland Yes No No

Massachusetts Yes Yes No

Michigan Yes No Yes

Minnesota Yes No Yes

Mississippi No N/C No

Missouri No No No

Montana The statute preempts all causes of action arising from terminating at-will

Nebraska N/C No Yes

Nevada Yes Yes Yes

New Hampshire N/C Yes Yes

New Jersey Yes Yes Yes

New Mexico Yes No Yes

New York Yes No Yes

North Carolina No N/C No
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North Dakota Yes No N/C

Ohio Yes N/C Yes

Oklahoma Yes Yes N/C

Oregon Yes No Yes

Pennsylvania No No Yes

Rhode Island No N/C N/R

South Carolina Yes No No

South Dakota Yes No No

Tennessee No N/C N/R

Texas No N/C Yes

Utah Yes No Yes

Vermont Yes N/C N/C

Virginia Yes N/R N/C

Washington Yes No N/C

West Virginia Yes N/C N/C

Wisconsin No No Yes

Wyoming Yes No Yes

KEY: N/C No court case has been issued so far. 
N/R No ruling. The highest court of the state has not clearly expressed its position on this issue and the lower courts are 
divided, or the federal courts, interpreting state law, are the only courts to have issued a decision.
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Exhibit 6-A2. Employees' Job Protection Laws and Rights

Government Act and 
Agency

Basis of Coverage Type of Employee Protection Applies to Us Posters Required Penalty for Noncompliance Statute of Limitations

Fair Labor Standards Act 
(DOL)

At least two employees 
whose work affects 
goods for commerce. 
All employees of any 
business with 
$500,000 annual gross 
sales.

Minimum wage Overtime pay 
Recording of hours Child labor

Yes * 
* 
* 
 
* 
 
*

Injunctions 
Back pay 
Liquidated damages 
Fines (up to $10,000) 
Legal costs

2 Years 
3 Yearswillful violation
5 Yearscriminal violation

Equal Pay Act (EEOC)
All employees of a 
single location

(Recordkeeping requirements) 
No wage differential based on 
sex. Differences OK if based on 
merit, performance, seniority.

Yes (EEOC) * 
 
 
*

Back pay including wages 
theoretically lost 
Liquidated damages

Immigration Reform and 
Control Act (DOJ)

All employers
Employers must verify identity 
and employment eligibility of 
hirees.

Yes * 
* 
 
 
 
 
*

Injunctions 
Civil penalties 
Up to $1,000 per 1-9 form 
Up to $2,000 per illegal 
alien 
Criminal penalties

N/A

Four or more 
employees

Prohibits discrimination on basis 
of national origin or citizenship 
status.

* 
 
 
* 
* 
*

Civil penaltyup to $2,000 
per discriminatee 
Remedial relief/ back pay 
Attorney's fees

180 days 
DOJ120 days

 

(continued)
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Exhibit 6-A2. (continued)

Government Act and Agency Basis of Coverage Type of Employee Protection Applies to Us Posters Required Penalty for Noncompliance Statute of Limitations

Federal and State Laws 
Unemployment Compensation 
(State Agencies)

All employers
Compensation for temporary 
involuntary unemployment.

Yes * Increased state tax based on 
claims

N/A

State Laws Workers' 
Compensation (State 
Agencies)

All employers
Compensation for injured 
workers and occupational 
diseases. Some states don't 
allow termination.

Yes * Reinstatement/back pay, 
medical costs, disability & 
death payments, 
rehabilitation costs, legal fees 
& costs

Individual State 
statutes

Employee Polygraph 
Protection Act (DOL)

Most private 
employers

Prohibits use of lie detector 
tests for applicants and 
employees.

Yes * 
*

Fines up to $10,000 
Court actions

N/A

OSHA Occupational Safety 
and Health Act (State and 
Federal Agencies)

Any person engaged 
in a business 
affecting commerce

Prohibits unsafe and unhealthy 
conditions in workplace. 
(Recordkeeping Requirements)

Yes * 
* 
*

Fines 
Close facilities 
Imprisonment

N/A

National Labor Relations Act 
(NLRB)

Two employees
Interstate commerce 
$50,000/year
Non-retail $50,000/ 
year
Retail other 
thresholds

Nonrepresented employees
Protected if engaged in: 
Concerted activity 
Union activity.

No
 

Except in 
Violations

* 
* 
* 
*

Reinstatement 
Back pay 
Post notice 
Recognize union

6 Months

Continued on next page 
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Continued from previous page

Government Act and Agency Basis of Coverage Type of Employee 
Protection Applies to Us Posters Required

Penalty for Noncompliance Statute of Limitations

Civil Rights Act-Title VII 
(EEOC) (State and Federal 
Agencies)

15 or more employees 
working 20 or more 
calendar weeks

Prohibits discrimination of 
race, color, religion, sex, 
and national origin.

Yes  
* 
 
* 
* 
* 
*

 
Reinstatement/ 
hiring 
Back pay/front pay 
Can be class action 
Legal fees & costs 
Damages to $300,000 (no 
limit on race)

180 Days*
300 Days in deferral 
states

Pregnancy Discrimination 
Act (EEOC)

15 or more employees 
working 20 or more 
calendar weeks

(Record-keeping 
requirements) Required to 
consider pregnancy as 
disability.

No * Same as Civil Rights Act

ADA-Americans With 
Disabilities Act (EEOC)

Title I 15 Employees
Prohibits disrimination 
against a qualified 
individual with a disability 
in application, hiring, 
advancing, training, 
compensating, discharging, 
and other terms and 
conditions.

Yes * 
* 
* 
* 
 
*

Injunctions 
Reinstatement/hiring Back 
pay/front pay 
Attorney fees and costs 
Damages to $300,000

180 Days*
300 days in deferral 
states

FMLAFamily and Medical 
Leave Act (DOL)

50 or more employees 
working 20 or more 
calendar weekscurrent or 
previous year

12 weeks leave must be 
granted for care of 
employee's child (birth, 
adoption, or foster); or 
own, spouse's, child's, 
parent's serious health 
condition.

Yes * 
* 
 
* 
*

Reinstatement 
Back pay/damages for 
monetary loss 
Liquidated damages 
Attorney's fees and costs

2 years 
3 yearswillful violation

 

(continued)
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Exhibit 6-A2. (continued)

Government Act and Agency Basis of Coverage Type of Employee 
Protection

Applies to Us Posters Required Penalty for 
Noncompliance

Statute of Limitations

ADEAAge Discrimination in 
Employment Act (EEOC)

20 or more 
employees

Prohibits discrimination 
on basis of age over 40.

Yes * 
* 
* 
*

Reinstatement 
Back pay/benefits 
Liquidated damages 
Attorney's fees & costs

180 Days* 
300 Days in deferral 
states
EEOCN/A**

COBRA 
Consolidated Omnibus Budget 
Reconciliation Act (IRS) 
(DOL)

20 or more 
employees during 
preceding calendar 
year

Allows for continuation 
of health care protection 
for up to 36 months.

Notice to 
employee/ 
spouse and 
dependent 
children

* 
* 
 
* 
 
* 
* 
 
* 
 
*

Injunctions 
Up to $200/day tax penalty 
Up to $500,000 annual 
Willfulunlimited 
Past/future medical expenses 
Compensatory/ punitive 
damages 
Attorney's fees and costs

Applicable state 
statutes

ERISAEmployee Retirement 
Income Security Act (DOL)

Any employer 
engaged in 
business or in any 
industry or activity 
affecting commerce

Eligibility 
Funding 
Standards for managing 
information disclosure

No * 
* 
 
 
*

Injunctions 
Equitable, remedial relief, 
including removal from office 
Up to $10,000 fine, jail

N/A

Continued on next page 
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Continued from previous page

Government Act and Agency Basis of Coverage Type of Employee Protection Applies to Us Posters Required Penalty for 
Noncompliance

Statute of 
Limitations

USERRA Uniformed 
Services Employment and Re-
employment Rights Act 
(DOL)

All employers Employment 
Re-employment 
Seniority 
Health insurance 
Pension benefits 
Nondiscrimination 
Reasonable accommodation
Discharge

No * 
* 
* 
* 
* 
* 
*

Injunctions 
Reinstatement 
Lost wages, benefits 
Equitable relief 
Liquidated damages 
Attorney's fees 
Legal costs

None

WARNWorker's Adjustment 
and Retraining Notification 
Act (DOL)

100 or more employees Layoffs and closings
Written notice * 

 
* 
 
*

Back pay and benefits 
Civil penalty up to $30,000 
Attorney's fees

Individual state 
statutes

State FEPSsFair Employment 
Practices Laws (State 
Agencies)

Often extend to smaller 
employers

Often more comprehensive and 
more restrictive.

Yes * 
 
* 
 
*

Injunctive, equitable relief 
Some statesdamages 
Often higher than federal 
damages

Individual state 
statutes

State Courts
Violation of 
employment-at-will 
"wrongful discharge" 
defamation

Violation of public policy
Bad faith dealings
Duration of agreement, either 
expressed or implied

No * 
* 
 
*

Equitable relief Unlimited 
financial recovery  
Some states damages

Individual state 
statutes

* Statute of Limitations extends from 180 to 300 days in all statesexcept AL, AR, MSState law statute may be longer. Local FEP Agency in AL, AR, MS could extend 180 to 300. 
** The EEOC has the right to initiate action without a charge.
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Exhibit 6-A3. Federal Contractor Employees' Job Protection Laws and Rights

Government Act and 
Agency

Basis of Coverage Type of Employee Protection Applies To Us Posters Required Penalty for 
Noncompliance

Statute of Limitations

Government Service 
Contracts
Service Contract Act 
(DOL)

Federal government 
contracts exceeding 
$2,500

Minimum wages 
Overtime pay 
Fringe benefits 
Safety & health

Yes * 
 
* 
 
* 
*

Withholding contract payments 
Contract cancellation 
Blacklisting 
Back pay

N/A

Public Works Contracts
Davis-Bacon Act (DOL)

Federal government 
contracts exceeding 
$2,000

Minimum wages 
Overtime pay 
Fringe benefits 
Antikickback

Yes * Withholding contract payments 
Blacklisting

2 years 
3 years (willful)

Drug-Free Workplace Act 
(DOL)

Federal government 
contracts $25,000

Drug-free America Program
Report drug convictions
Good-faith drug-free effort

Yes * Debarment up to 5 years N/A

Executive Order 11246 
(DOL-OFCCP)

Federal government 
contracts exceeding 
$10,000

Prohibits discrimination by 
race, color, sex, religion, or 
national origin
Requires affirmative action

Yes * 
* 
 
 
*

Judicial enforcement 
Contract cancellation and 
debarment 
Back pay 
Reinstatement

N/A

Federal government 
contracts $50,000 and 50 
employees

Requires written affirmative 
action program (AAP)

Continued on next page 
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Continued from previous page

Government Act and Agency Basis of Coverage Type of Employee 
Protection

Applies To Us Posters Required Penalty for 
Noncompliance

Statute of Limitations

Rehabilitation Act Sections 
503504 (DOL-OFCCP)

Federal government 
contracts exceeding 
$10,000
Recipients of federal 
financial assistance

Requires affirmative 
action to employ and 
advance individuals 
with disabilities

Yes * 
* 
 
* 
 
 
*

Judicial enforcement 
Withholding contract payments 
Contract cancellation and 
debarment 
Back pay/ reinstatement

300 days

Federal government 
contracts $50,000 and 50 
employees

Requires written AAP

Vietnam Era Veteran's 
Readjustments Assistance Act 
(DOL-OFCCP)

Federal government 
contracts $10,000

Requires affirmative 
action to employ and 
advance disabled and 
Vietnam-era veterans

Yes * 
 
* 
 
 
*

Withholding contract payments 
Contract cancellation and 
debarment 
Back pay/ reinstatement

180 days

Contracts $50,000/50 
employees

Requires written AAP
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INDEX OF SAMPLE POLICIES

A

Absence, Family and Medical Leaves of, 171-173

Absence, Personal Leave of, 171

Accommodation Transfer(s), 142, 234

Acknowledgment/Receipt Pages, 50, 51, 357-359

Affirmative Action, 97-99

AIDS, 310-313

Alcohol/Drug Abuse, 307-310

Appearance and Grooming, 332-333

Attendance and Absenteeism, 160-166

Attendance Policy, No-Fault, 167-168

B

Bonuses, 218

Bonus Plans, 134-135

Bulletin Boards and Contents, 343-345

Business Ethics, 347-351

Business Trips, 279-280

C

Care and Maintenance of Equipment, 342

Cleanliness and Housekeeping, 335-336

Community Activities, Involvement in, 346-347
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Company Bulletin Boards and Contents, 343-345

Company Confidential Information, 340-342

Company Introductions, 85-86

Company Obligations to Employee, 87

Company Philosophy, 88

Company Property Escrow Account, 137

Complaint Procedures, 270-275
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Credit Standing and Garnishments, 343

Credit Union, 223-224

Customer Service and Quality Standards, 322-326

D

Dental Insurance, 211-213

Disabilities, Employees With, 139-140

Discharge Procedures, 262-263

Disciplinary Procedures, 252-258

Disclaimer and Acknowledgment Page, 49

Disclaimer Statements, 355-357

Diseases, Employees With, 142-144

Drug/Alcohol Abuse, 307-310

E

Educational Leave, 177-178

E-mail, 258-259

Employee Assistance Program, 313-314

Employee Counseling, 225-226

Employee Discounts, 222

Employee Food Services, 224

Employee Handbook Questionnaire, 39

Employee Handbook Receipt and Acknowledgment, 50, 51

Employee Loans and Advances, 222-223

Employee Referrals and Recruitment Bonuses, 112-113

Employee Responsibilities, 331-332

Employee Social Relationships, 111-112

file:///E|/Buku%20Ekonomi2/Addition%201/How%20to%20...elop%20an%20Employee%20Handbook/files/page_390.html (1 of 2)4/16/2009 4:07:57 AM



page_390

Employee Status, Definition of, 104-105

Employees With Disabilities, 139-140

Employees With Diseases, 142-144

Employee Uniforms, 227-228

Employment-at-Will Disclaimers, 357

Employment of Former Employees, 105-106

Employment of Relatives, 106-111

Equal Employment Opportunity, 95-97

Equipment, Care and Maintenance of, 342

Ethics, Business, 347-351

F

Fire Plan, 317-318

Food Services, Employee, 224

Former Employees, Employment of, 105-106

401(k) Plans, 216-217

Funeral Leave, 180-182

G

Group Health Insurance, 204-209

Group Life Insurance, 209-211
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H

Handbook Index, 42

Harassment, 99-100

Health and Safety, 314-317

Health Insurance, Group, 204-209

Hearing Conservation, 318-319

Holidays, Paid, 201-204

Hours of Work, 135-137

Housekeeping and Cleanliness, 335-336

I

Immigration Reform and Control Act, 113-114

Inclement Weather, 168-170

Insurance Continuation Provisions, 213-214

Introductory Statements, 81-83

Involvement in Community Activities, 346-347

J

Job Accommodations, 140-142

Job Bidding, 233-234

Jury Duty, 176-177

L

Layoffs, 237-238

Length of Service Awards, 221-222
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Letter to Employee After Receipt of Employee Handbook, 53

Letter to Employees with Handbook Questionnaire, 38

Life Insurance, Group, 209-211

M

Mail, Personal, 258

Merit and Performance Appraisals, 127

N

New Employee Status (Orientation, Tryout, Review Period), 101-102

Newspapers, Radios, and Televisions, 261-262

No-Fault Attendance Policy, 167-168

No-Solicitation and Distribution Rules, 333-335

O

Orientation, 102-104

Outside Employment, 336-337

Overtime Pay, 130-133

P

Paid Holidays, 201-204

Paid Vacations, 194-201

Parking, 114-115

Payroll Deductions, 133-134

Peer Appeal and Review Procedure, 275-276

Performance Appraisals, Merit and, 127

Personal Leave of Absence, 171
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Personal Mail, 258
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Personnel Records, 337-339

Profit-Sharing Plans, 214-215

Promotions, 234-237

Punctuality, 170

Q

Quality Standards and Customer Service, 322-326

R

Racial and/or Ethnic Harassment, 99-100

Radios, Televisions, and Newspapers, 261-262

Receipt for Employee Handbook, 52

Recreation Programs, 226-227

Referrals and Recruitment Bonuses, Employee, 112-113

Requests for Employee Information, 339-340

Relatives, Employment of, 106-111

Relocation Expenses, 278-279

Resignation Procedures, 264-265

Retirement Plans, 215-216

Rumors, 262

S

Safety and Health, 314-317

Seniority, 230-233

Sexual Harassment, 99-100

Sick Leave, 178-179

Smoking, 319-321
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Social Relationships, Employee, 111-112

Social Security Benefits and Payments, 220-221

Suggestion Incentive Programs, 225-226

T

Table of Contents, 40

Telephone Usage and Courtesy, 345-346

Televisions, Radios, and Newspapers, 261-262

Time Away From Work, 170-171

Training, 118-119

Trips, Business, 279-280

Tuition Reimbursement, 115-118

U

Unemployment Insurance, 218

Uniformed Services Employment and Re-Employment Rights Act, 173-175

Uniforms, Employee, 227-228

Union-Free Statements, 287-291
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V

Vacations, Paid, 194-201

Visitors, 259-261

W

Wage and Salary, 125-127

Wage and Salary Differentials, 129-130

Weather, Inclement, 168-170

Welcome Statements, 84-85

What Employees Can Expect From Our Company, 87

Who Is the Company?, 85-87

Workers' Compensation, 218-220
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ABOUT THE AUTHOR

Joseph W. R. Lawson II is Chairman of the Board and Chief Executive Officer of SESCO Management Consultants.

Lawson has authored the following publications for management: How to Meet the Challenge of the Union Organizer; 
How to Reduce Absenteeism, Cure Tardiness, and Build Employee Morale; Management's Complete Guide to 
Employee Benefits; How to Comply with the Equal Opportunity Act; How to Develop a Personnel Policy Manual; How 
to Develop an Employee Handbook; and Management's Guide to the Americans with Disabilities Act.

He received his B.A. degree from King College in Bristol, Tennessee, and his M.S. degree in Industrial Relations from 
the University of North Carolina. Since 1961, Lawson has represented clients in business and industry as an employee 
and labor relations consultant to management. He specializes in employee and labor relations, human resources 
management systems, and employer-labor negotiations and arbitration. He is a member of the Commercial Panel of the 
American Arbitration Association. Lawson serves as a professional speaker and instructor for human resources 
management seminars and union-free employee relations workshops for clients and trade associations.

About SESCO Management Consultants

SESCO Management Consultants is a professional consulting firm specializing in human resources management 
consulting and labor relations. The firm was founded in 1945 by Dr. J. W. Lawson, Sr., following his early career with 
the U.S. Department of Labor. For more than fifty years, Dr. Lawson has brought together a staff of professional 
employee relations and labor relations specialists from business and industry. The firm
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provides a broad variety of consulting services and publishes a monthly newsletter, The SESCO Report.

The SESCO staff represents clients who are engaged in heavy and light manufacturing, retail and wholesale services, 
mining, transportation, banking, savings and loan, electronics, automobile dealerships, the health care industry, and 
several national and state trade/business associations.
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