asktra

Employee Handbook* (Sample for review only)

[Company Name] Employee Manual

Welcome to [Company Name]! We're excited to have you as a part of our team. This

employee manual has been created to provide you with an overview of our company

policies, procedures, and expectations.

Please take the time to read it carefully and familiarize yourself with its contents.
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Introduction [Company Name] is a small business specializing in [industry or service].

We pride ourselves on providing our customers with exceptional [products or services].

This manual is designed to outline your responsibilities as an employee and to help you

understand the expectations that we have for you.



12. Company Culture and Values Our company culture is built on the following core
values:

o Integrity: We are honest, ethical, and committed to doing what is right.

o« Teamwork: We work collaboratively to achieve our goals.

e Excellence: We strive for the highest standards in everything we do.

e Innovation: We encourage creativity and embrace change.

e Customer Focus: We put our customers at the heart of everything we do.

3. Employment Policies

e Equal Opportunity Employer: [Company Name] is committed to providing equal
employment opportunities to all employees and applicants, regardless of race, color,
religion, sex, national origin, age, disability, or any other characteristic protected by
law.

4. Compensation and Benefits

e Pay Periods: Employees are paid on a [bi-weekly or monthly] basis.

o Overtime: Non-exempt employees are eligible for overtime pay for hours worked in
excess of 40 hours per week, in accordance with applicable laws.

« Benefits: [Company Name] offers a variety of benefits, including health insurance,
retirement plans, and paid time off. Details about these benefits will be provided
during your onboarding process.

5. Time Off and Leave Policies

e Paid Time Off (PTO): Full-time employees accrue PTO based on their length of
service. PTO can be used for vacations, personal days, and sick leave.

e Holidays: [Company Name] observes [list of holidays] each year. Full-time employees
are eligible for paid holidays.

« Family and Medical Leave: Employees who have worked for [Company Name] for at
least 12 months and at least 1,250 hours during the previous 12 months are eligible
for up to 12 weeks of unpaid leave for certain family and medical reasons, in
accordance with the Family and Medical Leave Act (FMLA).



6. Workplace Conduct

« Professionalism: All employees are expected to maintain a professional demeanor
and appearance at all times.

e Harassment and Discrimination: [Company Name] is committed to maintaining a
workplace free from harassment and discrimination. Any form of harassment or
discrimination based on race, color, religion, sex, national origin, age, disability, or any
other characteristic protected by law is strictly prohibited.

e Substance Abuse: The use, possession, or distribution of illegal drugs or alcohol is
prohibited in the workplace.

7. Health and Safety

« Workplace Safety: All employees are responsible for maintaining a safe and healthy
work environment. Any safety hazards or concerns should be reported immediately
to your supervisor.

Emergency Procedures: Familiarize yourself with the emergency evacuation plan and

procedures for your work area. In the event of an emergency, follow the designated

evacuation routes and gather at the assighed meeting point.

8. Performance and Development

e Performance Evaluations: Employees will receive regular performance evaluations,
typically on an annual basis. These evaluations provide an opportunity for feedback,
goal-setting, and discussion of career development opportunities.

e Training and Development: [Company Name] is committed to supporting employee
growth and development. Employees are encouraged to pursue relevant training
opportunities and discuss their career goals with their supervisor.

9. Grievance and Disciplinary Procedures

e Grievance Procedure: Employees who have concerns or complaints related to their
employment should first discuss the issue with their supervisor. If the issue cannot be
resolved at this level, employees may escalate the matter to a higher level of
management or Human Resources.

e Disciplinary Procedure: [Company Name] may take disciplinary action for violations
of company policies, rules, or performance standards.



10. Termination of Employment

« Voluntary Termination: Employees who wish to resign from their position are asked
to provide [Company Name] with a written notice at least two weeks in advance.

e Involuntary Termination: [Company Name] reserves the right to
XXXXXXXKXHXKXXKXXKXXEXXHXKXKXEKXXKXXKXXKXXKX XXX XKXXKXXXKXXX.

11. Acknowledgment Please sign and return the acknowledgment form provided with
this manual, indicating that you have read and understood its contents. It is your
responsibility to comply with the policies and procedures outlined in this manual.
Failure to do so may result in disciplinary action, up to and including termination.

We hope that this manual serves as a helpful resource for you during your employment
with [Company Name]. We are committed to fostering a positive work environment

and providing the support you need to succeed in your role.

If you have any questions or concerns, please do not hesitate to reach out to your
supervisor or the Human Resources department.

Welcome to the team!

*Please note that this sample is provided solely for review purposes and is not intended
to be a legally binding document.

Idea Sheets provide quick and actionable suggestions to drive more referrals and sales. Visit

www.referralsafe.com/asktra frequently for new additions.




