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SSaammppllee  EEmmppllooyyeeee  PPoolliicciieess  HHaannddbbooookk  
 

Welcome to Employee Manual Builder 2014!  

Below is a sample of the complete employee policies manual text included 
in Employee Manual Builder 2014 

200+ HR policies protect the extraordinary business! 

JIAN’s philosophy is to give you ideas and content cross-pollinated from 
every industry in order to help you implement the best practices for HR 
management as well as business success. 

Variables like [Company], [Owner/Founder] are automatically replaced 
from the data file. [Other variables in brackets like this] include sample 
text with ideas and options that you must edit. In fact, you may edit and 
reformat the entire document to your design! 

Although this sample document is a protected .pdf of the text provided within Employee Manual Builder 
(you cannot copy any text or print it), you can read it now and edit it using the Employee Manual Builder 
software application. 

 Expert comments throughout, in green, can be turned on/off with an icon (the green text 
disappears and the black text rolls-up) – in this sample, they add about 40 pages – it’s as 
if we are sitting next to you all the way. 

 When you turn these off they disappear completely and the black text rolls up. They won’t 
print. 
 

Employee Manual Builder also includes 60+ time-saving employee management checklists, forms, and 
memos, even the full text of the laws, are included! 

Links to all State Labor sites as well as links to all State Poster sites are included. 

 

 

http://www.jian.com 
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 This Memorandum should be completed and given to each employee along with the 
Employee Policies Manual. We strongly suggest that the hiring manager, supervisor or 
human resources contact invest the time it takes to go through the manual in person with 
your new employee.  

 Give the employee time to read through any policies you have chosen to ask for their 
signature on. Investing the time upfront with the employee to clearly set the stage 
regarding expectations of conduct on the job will save you headaches later.       

 

[[CCoommppaannyy  LLeeggaall  NNaammee]]  
EEmmppllooyyeeee  PPoolliicciieess  HHaannddbbooookk  

 

Date:  [Date] 

To:  All [Company] Employees 

From:  [Owner/Founder] 

________________________________________________________________________ 

Attached is the [Company] Employee Policies Handbook. 

This handbook details workplace policies with the overall outcome to make  [Company] a productive  and 
positive place to work. 

These policies are effective immediately 

You are responsible for reading and understanding this Employee Policies Handbook. Please maintain 
theses materials as it may be necessary for you to review your manual in the future to refresh your 
memory or to obtain answers to questions that may arise. Please ask your supervisor any questions to help 
you clarify the policies contained in this manual.  

Your signature on the “Receipt & Acknowledgment of [Company] Employee Policies Handbook” 
confirms that you have been provided a copy of the [Company] Employee Policies Handbook  , and that 
you are responsible for reading, understanding and complying with its contents. Please sign and return it 
to your [Manager or Human Resources 

No policy handbook can cover every situation; therefore, when a question arises, please consult with your 
[Manager] or the [HR Manager] for clarification.  

These policies replace & supersede any/all previous policies 

This Employee Policies Handbook replaces and supersedes any and all other prior editions of [Company] 
Employee Policies Handbooks, memoranda, or other [Company] policies whether written or oral  

Circumstances may arise in which [Company] determines that changes in these policies and procedures 



[Company] Employee Policies Manual 

 

____________________________________________________________________________________________ 

3 

are required. For this reason, [Company]reserves the right, at any time, with or  without notice, to modify, 
rescind or supplement any personnel policy or benefits and to take actions which may be contrary to a 
policy set forth herein, with the exception of the employment-at-will policy. 

I’m sure you will find that our policies are fair and treat everyone at [Company] with respect and dignity. 

Thank you for your support and we look forward to your working for [Company]. 
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RReecceeiipptt  &&  AAcckknnoowwlleeddggmmeenntt  
ooff  [[CCoommppaannyy]]  

EEmmppllooyyeeee  PPoolliicciieess  HHaannddbbooookk  
 

 We recommend that you require all employees sign a release, such as this one, stating 
that they have been given a copy of your Employee Policies Handbook and agree to abide 
by it. Have all new employees sign this release upon receipt of their copy of the Employee 
Handbook, usually at New Hire Orientation. File this form in the employees personnel file 
once it has been signed and returned. 

 It is important that the owner/founder/CEO and all managers also sign the same receipt for 
your employee policies handbook. 

Please read the following statements, sign below and return to your [manager / supervisor / team leader / 
designated company representative]. 

Acknowledge Receipt of [Company] Employee Policies Handbook 

I have received and read a copy of the [Company] Employee Policies Handbook. As an employee of or 
contractor for [Company], I agree to comply with all of its terms and conditions. I also understand that the 
policies and benefits described in it are subject to change at the sole discretion of [Company] at any time. 

At-Will Employment 

I understand that my employment is at will, and neither myself  nor [Company] has entered into a contract 
regarding the duration of my employment. I am free to terminate my employment with [Company] at any 
time, with or without reason or notice. Likewise, [Company] has the right to terminate my employment 
with or without reason, at the discretion of [Company]. No employee of [Company] can enter into an 
employment contract for a specified period of time, or make any agreement contrary to this policy 
without the written approval from the [President / CEO / Board of Directors]. 

Arbitration 

 The Arbitration Policy and the Acknowledgment of and Agreement with [Company] 
Arbitration Policy are located in the section titled “What You Can Expect From [Company].”  

 If you choose not to use the Arbitration Policy, please delete it there, including the 
acknowledgment form along with this paragraph on arbitration.  

 If you do plan to use the Arbitration Policy, include the following paragraph. 

I also acknowledge I have read and understand the Arbitration Policy contained in this Employee Policies 
Handbook and I agree to abide by the policy. 
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Confidential Information 

I am aware that during the course of my employment confidential information will be made available to 
me, including, product designs, marketing strategies, customer lists, pricing policies and other related 
information. I understand that this information is proprietary and critical to the success of [Company] and 
must not be given out or used outside of [Company]’s premises or with non-[Company] employees. In the 
event of termination of employment, whether voluntary or involuntary, I hereby agree not to utilize or 
exploit this information with any other individual or company. 

Understood & Agreed 

 

 

 

_______________________________________  ______________________________________ 

Employee’s Signature   Position 

 

 

_______________________________________  ______________________________________ 

Employee’s Printed Name   Date 
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 [Your Company Logo Here] 

 

 

 

[[CCoommppaannyy  LLeeggaall  NNaammee]]  
 

 

 

Employee 
Policies 

Handbook 
 

[Month, Year] 
 

 

 

 

 LEGAL DISCLAIMER TO USERS OF THIS EMPLOYEE HANDBOOK: 

 The materials presented herein are for general reference only. Federal, state or local laws 
or individual circumstances may require the addition of policies, amendment of individual 
policies and/or the entire Handbook to meet specific situations. These materials are 
intended to be used only as a guide and should not be used, adopted or modified without 
the advice of legal counsel. 
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WWeellccoommee  ttoo  [[CCoommppaannyy]]  
 

 You will want to include a welcome page that tells employees about your company. The 
idea is to introduce the company and its environment to a new employee. If you have a 
philosophy of how you manage business and how you treat employees, you should 
mention it here.  

 Please edit this letter as needed. Consider having the president of your company sign 
each letter personally or use a signature stamp. 

 

Thank you for joining [Company]!  

We hope you will find your employment at [Company] a rewarding experience.  

You have joined an organization that has established an outstanding reputation for its [include company 
vision and/or standards] quality, and service. Credit for this goes to everyone here. We hope you, too, will 
find satisfaction and take pride in your work at [Company].  

We look forward to working with you to create a more successful business. We also want you to feel that 
your employment with [Company] will be a mutually beneficial and gratifying one. 

[Company]’s business is all about [brief description here of the type of business you do, i.e. medical 
supply, senior care, hospitality, etc.]. We created this company to provide  [innovative products and 
services]   to [type of customer/the public] by an organization that prides itself on quality and integrity. 
Our main goal is to get products to [specific customers/everybody], by making them [affordable/longer 
lasting]. [Company] also plans to offer future products and services to [expand its suite/portfolio/reach 
people in storm-damaged areas/enhance its systems].  

We grow and succeed through the dedication, contributions, energy, and professionalism of everyone who 
works here. As a member of [Company]’s team, you are expected to contribute your talents and energies 
to further improve the environment and quality of the company. At [Company], we are also proud of our 
continuing associations with a wide variety of vendors who support our operations.  

We value your contributions, listen to your ideas and reward your successes. We base our company 
culture on an environment where management clearly communicates what is expected, where employees 
are cooperative and respectful to each other, and where people are acknowledged and appreciated for their 
results. The spirit of [Company] is outlined by our Values & Practices. (Please see the Core Values & 
Practices section a little further in this manual).  

This Employee Policies Handbook may provide answers to most of the questions you may have about 
[Company]’s benefit programs, as well as company workplace policies and procedures.  

You are responsible for reading and understanding this Employee Policies Handbook. If anything is 
unclear, please discuss the matter with your [manager / supervisor / team leader / designated company 
representative]. 

I extend to you my personal best wishes for your success and happiness at [Company]. 

Sincerely, 
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 Put your signature graphic here 

 

[Owner/Founder], President 

[Company Legal Name] 
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TTaabbllee  ooff  CCoonntteennttss  
 

 Until you assemble your completed Employee Handbook, this section will look like it is full 
of errors – Word needs to access each page in a contiguous document for this automatic 
Table of Contents generator to work properly. 

 To update the Table, Right-click on the Table and choose “Update Field” 

 Click here to access the Support page online 

 To update just the page numbers, choose “Update Page Numbers Only.” 
“Update the Entire Table” will replace the entire Table of Contents and you will likely want 
to reformat the layout. It’s pretty easy, but you’ll probably want to leave it alone once 
you’re finished, then update just the page numbers. 
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IInnttrroodduuccttiioonn  
 

 This is fairly standard text – you may want to edit to suit your style, but keep in mind the 
legal nature of everything you say and do. 

About the [Company] Employee Policies Handbook 

This Employee Policies Handbook is designed to provide  important information about the company and 
its philosophy, employment practices, policies, and procedures. This manual will also provide answers to 
most of the questions you may have about the benefit programs provided to you as a valued employee of 
[Company]. 

All employees  are required to familiarize themselves with the contents of this handbook.  

This manual is the result of many years of experience and thoughtful organization. Among other things, it 
outlines the policies necessary for the smooth and efficient operation of the business. These policies and 
procedures ensure a productive and safe environment; that enables you to be successful working in the 
company.  

You are responsible for reading and understanding this Employee Policies Handbook.  

From time to time it will be necessary for you to review this manual to refresh your memory or to obtain 
answers to questions that may arise. Please speak with your supervisor or office manager to discuss 
violations of office policy or to clarify instructions that are covered in the manual. 

You are expected to comply with these policies.   

Our Expectations of our Employees 

 As much as we want to enjoy a family-like atmosphere with all of our employees, these 

policies establish our rules of relationship. Everyone here relies on [Company] as their 

source of income and therefore it is crucial to everyone’s well-being that we all work well 

together. 

 [Company] is a business investing in your presence and contribution. For that 

compensation there must be a return on its investment. Your productivity is our measure 

of [Company]’s return on investment for payment of your services.  

 The summaries of guidelines contained in this Employee Policies Handbook, which are to 

be applied in accordance with federal, state and local law, are being provided by 

[Company] for informational purposes only. Such summaries are not intended to nor do 

they constitute or create a contract or an enforceable promise of any kind with the 

Company.  



[Company] Employee Policies Manual 

 

____________________________________________________________________________________________ 

15 

 [Company] reserves all rights to revise, modify, delete or add to any and all policies, 

procedures, work rules or benefits stated in this handbook or in any other document, 

except for the policy of at-will employment; policy changes are approved primarily by the 

[Owner/Founder],  

 [Company], may change, delete, suspend or discontinue any part or parts of the policies in 

this Employee Policies Handbook at any time without prior notice as business, 

employment legislation, and economic conditions dictate. 

 Any changes in the handbook apply to existing as well as to future employees. 

 Nothing in this handbook or any other Human Resources document, including benefit plan 

descriptions, creates, or is intended to create a promise or representation of continued 

employment for any employee [if state is other than Montana].  

 Employees may not accrue monetary benefits that they have not become eligible for 

through actual time spent at work. 

 Employees shall not accrue eligibility for any benefits, rights, or privileges beyond the last 

day worked. 

 No one other than [President / Vice President] of [Company] may alter or modify any of the 

policies in this Employee Policies Handbook. Any alteration or modification of the policies 

in this Employee Policies Handbook must be in writing. 

 No oral statements or representations can in any way change or alter the provisions of this 

Handbook. This handbook contains the current policies and procedures of the Company; 

there are no oral or collateral agreements of any kind.  

These workplace policies are effective immediately 

These [Company] workplace / employee policies are effective immediately. 

Your signature on the “Receipt & Acknowledgment of [Company] Employee Policies 
Handbook” confirms that you have been provided with a copy of the [Company] 
Employee Policies Handbook on the date noted, and that you will read and company with 
its contents. 

Unfortunately, no workplace policy handbook can cover every situation; therefore, when a question does 
arise, please speak with your manager or the [HR Contact] for clarification. 

Policy changes will be posted [via email, on the bulletin board in the lunchroom.] 

 Where is the best place to assure that everyone becomes aware of policy changes? 
Bulletin board in lunchroom, near a time clock… In what other ways will they be 
communicated? In company newsletter? Paycheck stuffers? Team meetings? 

These policies supersede any/all previous policies 

This [Company] Employee Policies Handbook replaces and supersedes any and all other editions of 
[Company] Employee Policies Handbooks, memoranda, or other [Company] policies whether written, or 
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oral.  

Also, should any provision in this Employee Policies Handbook be found to be unenforceable and invalid, 
such finding does not invalidate the entire [Company] Employee Policies Handbook, but only that 
particular provision. 
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OOvveerrvviieeww  ooff  [[CCoommppaannyy]]  
 

About [Company] 

 You may find that providing your employees with a clear vision of your company’s direction 
and position will dramatically improve productivity, reduce conflicting efforts and generate 
a winning team spirit. 

 The following includes excerpts from the Executive Summary provided as part of 
BizPlanBuilder®, [Company]’s popular business planning software. Please visit 
www.[Company].com for a detailed description. BizPlanBuilder will help you summarize 
company objectives, management, and marketing strategies.  

In 20XX, [Company] was [formed / created / established] to [produce and distribute [xxx] / take 
advantage of [xxx] / fill the void of [xxx]]. Provide services, etc.] include purpose of the company.  

 Insert a brief history of your company here. Include such items as: 

o When the company was first formed. 

o Who the founders are/were. 

o Your company’s locations throughout its history. 

o Outstanding accomplishments of officers or employees - internally or publicly 
recognized. 

o How your company provides outstanding civic service to its community. 

 List product lines that your company is proud of or known to carry/produce. 

 Describe the purpose of your activities. 

 Consider including a company vision and mission statement and core values - all of which 
help you define the type of company you intend to be. 

Now, [Company] is at a point where [what you need or want to do next, for instance, take advantage of a 
specific opportunity or one in your marketplace / build your business to the next level]. 

Background 

 Discuss how people have managed to do without your product/service. Also, discuss how 
and where a similar product or service is now being used. 

For many years people have [xxx] 

 Explain your place in the industry vis-a-vis competition or technology, etc. 

The [“state of the art”/condition of the industry] today is such that [xxx]  

Our operation was producing $[00] (sales / units / products) by [20xx], and has operated at [xxx] 
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(describe your financial condition, for example, profitable / break-even) ever since. Revenue projected for 
fiscal year [20xx] without external funding is expected to be $[000]. Annual growth is projected to be 
[00] % per year through 20xx.Provide company history 

Concept 

 Describe your product or service. 

 Explain the desirability of your product or service. 

 Include five-year plan to achieve a cetain amonnt of revenue, become a workldwide 
concern,  

We have just [started / completed the design of / developed / tested / introduced] a [product / service] – a 
novel and proprietary [for example, soap for cleaning vinyl / retail store / construction tool]. 

Compared to competitive products (or the closest product available today) our [product / service] can / 
will [xxx]. 

The ability to [xxx] is unique to [Company]’s products / services. 

 How would your customers compare your product with those of competitors? 

 Specify advantages your product or service has - its improvements over existing products 
or services. Describe your unique selling proposition. 

Our strategy for [meeting / dominating) the competition is [lower price / bigger and better / quality]. 

[Company]’s target market includes [types of customers]. 

[Company] is rapidly moving into its [marketing phase]. 

Other products/services include [xxx]. 

 BizPlanBuilder, [Company]’s business plan development software, continues on to 
summarize company objectives, management, marketing strategies, etc. You may find 
that providing your employees with a clear vision of your company’s direction and position 
will dramatically improve productivity, reduce conflicting efforts and generate a winning 
team spirit. Learn more here: www.[Company].com 
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[[CCoommppaannyy]]  CCoorree  VVaalluueess  
 

Core Values are the standards by which we measure our performance; and our interactions with each 
other, with our customers and with our vendors. Core values help define our approach to our business. 
These are the things we value: 

 Include your company core values, sample values might include; 

Integrity 
 Honest, committed internal and external relationships.  

 Honoring and respecting another  point of view 

 Doing what is  right for the business  and for our customers.  

 Telling the truth. 

Constant Improvement 
 This is what Dr. Deming taught the Japanese: “Kaizen” 

 Constant and never-ending improvement—ensuring  quality and productivity across all 

areas in the company.  

 Seeking knowledge and understanding, then applying this to ourselves, our customers, 

our processes, and our products. 

Sound Decision-Making 
 We make decisions we L.I.K.E. Our decisions are based on: Logic, Intuition, Knowledge, 

and Experience. 

Acknowledgment & Appreciation 
 We regularly acknowledge and appreciate our fellow employees, our customers, vendors, 

partners, and ourselves, for contributions made in support of [Compan]’s vision and pursuit 

of excellence. 

Dedication 
 Doing what is necessary to get the job done, regardless of the function or job. 

Courtesy 
 Being respectful of each other’s needs, both personally and professionally.  
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[[CCoommppaannyy]]  CCoorree  PPrraaccttiicceess  
 

Core Practices are the things we do within our organization to help maintain a high level of integrity, and 
establish an environment where what needs to be said can be said—with confidence that both speaker(s) 
and listener(s) will be treated with respect, and that their ideas and contributions will be valued, whether 
those ideas are implemented, or not. This is what we practice: 

Listening Generously 
 We listen for the contribution in each other’s speaking – suspending assessments, 

opinions, and judgments.  

 This means giving the person your undivided attention.  

 If you can’t give your undivided attention right now, request to speak with the person when 

you can listen to them generously. 

Speaking Straight 
 We move past saying “what is supposed to be said” to speak responsibly and honestly, in 

a way that forwards appropriate action.  

 This includes learning to make clear and direct requests.  

 Nobody “gets” subtle or veiled requests. 

Being FOR Each Other 
 Key to a successful team is being “for” each other; much like one would be for a football 

team. 

 This means 100% support for everyone in the company and the roles they play. 

Honoring Agreements & Commitments 
 Do what you say you’ll do—others are depending on you.  

 If you can’t keep your agreement, re-negotiate it ahead of time.  

 If you break an agreement, acknowledge that you did and negotiate a way to clean up 

your mess. 

Acknowledging & Appreciating Each Other 
 Each of us is a source of acknowledgment and appreciation for every other person in the 

company.  

 This includes giving, receiving, and requesting acknowledgment. 
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Taking 100% Ownership 
 Everyone is 100% accountable for their role in the company.  

 Follow through on commitments internally and externally. 

 This does not mean taking on too much (110%) nor does it mean taking on too little (90%).  

 Everything that happens in the company is the result of its people. 

 
Courtesy: Susan Mayginnes, Rising Heart Consulting, http://www.risingheartconsulting.com, Piedmont, CA 
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[[CCoommppaannyy]]  OOrrggaanniizzaattiioonn  CChhaarrtt  
 

 This is a good place to include your company organization chart. We suggest you do not 
include names - only job titles. 

 If and when positions or key areas of responsibility are changed, employees should be 
informed by a revision memo. Confusion and low productivity reigns when employees 
don’t know to whom they report or to whom they should report various actions or activities. 
A simple organization chart serves to streamline channels of communications. 

 Click on the diagram and Word will display a dialog box enabling you to add-on 

 

 

Founder / CEO 
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EEmmppllooyymmeenntt  PPoolliicciieess  
 

Employee Selection Process 

The objective of our hiring process is to assure that job positions are filled by highly 
qualified applicants whose attributes align with the needs of [Company] and its 
customers. [Company] is confident that as a result of the mutual selection process 
undertaken, your employment will prove to be beneficial to [Company] as well as 
yourself and we look forward to having you join us. 

 We carefully select our employees through written applications, personal interviews and reference 
checks. After all available information was considered and evaluated, you were selected to become a 
member of our team!    

This selection process helps [Company] find and employ people who: 

 Are concerned with their own personal success as well as the success of [Company] 

 Can complete  the  work with skill and ability 

 Want to be a part of [Company] 

 Can work well with our team 

 
[Company] recruitment efforts are designed to attract qualified employees whose talents and abilities best 
match the job description for each position. [Company] wantes each role to be easily assimilated into the 
existing team of employees. All hiring must follow the prescribed criteria for full-time, part-time, and 
temporary employees as prescribed by federal, state and county laws.  

Hiring Procedures 

The manager supervising the vacant position will submit a position requisition to the [HR Manager]. All 
positions are advertised to the public and each position must be posted for [Company] employees. 
Employees presently working at [Company] are encouraged to apply for these open positions. 

All applications will be reviewed and qualified applicants will be considered for possible interviews. 
When it is determined  that an applicant’s qualifications meet the experience, capabilities, education 
and/or skills requirements set by the job description, the applicant will be interviewed by the supervising 
manager and/or human resourced department.   . The applicant may also be interviewed by other members 
of the company (or workgroup team) per the direction or request of the supervising manager and/or the 
[HR Manager].  

When applicable, pre-employment testing will also be administered. Pre-employment testing and test 
grading will be standardized according to the criteria of the position. Applicable licenses and references 
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of candidates scheduled for a second interview will be verified by the [HR Manager]. All compensation 
will be approved by the supervising manager, HR and or CEO of the company. All positions will be  
contingent upon [Company] employment policies. 

Employment At-Will 

 All states in the United States are considered at-will, with the exception of Montana. If you 
operate in Montana, you will need to be certain that you are following your own described 
guidelines for disciplinary and termination processes. 

 For anyone in Montana, these paragraphs should be eliminated. 

 Including an “at-will” employment clause in your Employee Handbook does not completely 
protect your company from wrongful termination lawsuits. The concept of “at-will” 
employment should also be included in employment applications and offer letters. The 
employee should sign the employment application and/or employment offer letter, 
acknowledging the “at-will” employment relationship. We suggest applicants complete an 
employment application before being interviewed.  

 Within your employment application should be an express statement that gives your 
company or a person acting on behalf of your company permission to call, research and 
otherwise verify references and past employment. Refer to the “Sample Offer Letter” and 
the “Employment Application” and “Reference Release” in the HR Forms folder. 

 We also recommend that employers include language permitting the employer to transfer, 
demote, or otherwise discipline an employee at the employer’s discretion. 

 Employers should realize that an “at-will” employment relationship does not give them the 
liberty to terminate, transfer, or demote an employee for unlawful reasons, such as age 
discrimination. 

All employees of the Company are employed “At Will.” This means that either the employee or the 
Company may terminate  the employment relationship at any time, for any reason, with or without cause 
and with or without notice. 

Positive performance evaluations, commendations, pay raises and longevity of employment, while desired 
objectives, do not alter the right of either the employee or the Company to terminate the employment 
relationship at any time, for any reason, with or without cause and with or without notice. 

Nothing in this handbook or in any document or statement shall limit or modify the employment at-will 
status of [Company].  

No manager or employee of the company has the authority to enter into any agreement for employment 
for any specified period of time, to make any agreement for employment other than at-will, or to limit or 
modify any employee’s at-will status. Only [Owner/Founder] has the authority to make any such 
agreement and then, only in a formal written agreement, and with approval from the Board of Directors 
(if applicable). 

 Employment contracts are typically utilized only for key, top-level employees, if at all. The 
use of contracts is not recommended. Please seek legal counsel if your company has 
further questions. 

No employee of [Company] can enter into an employment contract for a specified period of time, or make 
any agreement contrary to this policy without written approval from the [Owner/Founder] or the Board of 
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Directors if applicable).  

Equal Opportunity Employment 

 The Civil Rights Act of 1964 established the Equal Employment Opportunity Commission 
(EEOC) to deal with allegations of discrimination in employment practices. Specifically, 
Title VII of the Civil Rights Act of 1966 impacts employers with fifteen (15) or more 
employees, stating that no discrimination based on race, religion, or national origin will be 
tolerated. 

 Employers need to know and recognize the difference between a commitment to being an 
“equal opportunity employer” and the maintenance of an affirmative action program. Most 
employers are required by state and federal laws to provide a workplace with equal 
employment opportunities for individuals in certain protected categories. These laws 
prohibit unlawful discrimination. 

 Being an equal employment opportunity employer differs from an affirmative action 
obligation, which requires only certain employers (generally government contractors and 
subcontractors with fifty (50) or more employees and a contract worth $50,000 or more) to 
actively recruit minorities, women, disabled individuals and veterans, with the goal of 
having their work force statistics reflect those of the available work force. Should you be 
required to have an affirmative action plan, we suggest you include it in your new 
employee packet as a separate manual. 

 A policy statement can specifically enumerate some of the protected classes, or generally 
state that the company does not discriminate against any employees protected under the 
various federal and state laws. Employers also need to be aware that certain laws require 
reasonable accommodation to avoid discrimination. Therefore, policies should include a 
statement, where required, that the employer will provide reasonable accommodation for 
qualified individuals.  

 Although the EEOC has not included sexual preference (or affectional preference, as 
some gay and lesbian employees prefer their category to be defined) in their anti-
discrimination policy, many companies choose to include this category. If management 
leadership is hesitant to change the EEOC wording to add affectional preference/sexual 
preference, but still want to express their desire not to discriminate against gay and 
lesbian employees, there are other sections in the handbook, such as harassment and 
promotional philosophies that can include the phrase as well. 

[Company] is an equal opportunity employer and selects employees on the basis of 
skills and experience..  

The policy of [Company] is that all persons are entitled to equal employment 
opportunity without regard to race, creed, color, gender, age, national origin, religion, 
marital status, sexual preference, ancestry, physical and mental disability, medical 

condition and any other consideration made unlawful by federal, state or local laws. 

Any infraction of federal EEO guidelines is strictly prohibited. Disciplinary action, up to and including  
termination, will be taken against any employee who willfully violates this policy. [Company] is required 
to post notices to all employees advising them of their rights under the law. [Company] will comply with 
any state and local regulations applying to EEO Laws. The CEO and or HR has overall responsibility for 
this policy and maintains reporting and monitoring procedures. Questions or concerns should be referred 
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to the [HR Manager].  

All recruiting, hiring, training, promotion, compensation, and other employment related programs are 
provided fairly to all persons. Employment decisions are based on the principles of equal opportunity. All 
personnel actions such as compensation, benefits, transfers, training, and participation in programs are 
administered without regard to any characteristic protected by state, federal or local law; and 

Age Discrimination in Employment Act 

Statements or specifications in job notices or advertisements of age preference and limitations are 
prohibited.    

Disabilities 

 Before making an offer of employment, an employer may not ask job applicants about the 
existence, nature, or severity of a disability.  

[Company] prohibits discrimination on the basis of disability in all employment practices. Certain 
positions may be subject to bona fide occupational qualifications and applicants may be asked about their 
ability to perform job functions. The [CEO or HR Manager] has responsibility for all employment 
practices concerning disabilities. (See also the ADA section below.) 

Discriminatory Practices 

Discriminatory practices will not be considered in any of the following employement practices;  

 Benefits 

 Compensation, assignment, or 

classification of employees 

 Compensation or retirement plans 

 Hiring or firing 

 Job advertisements 

 Leaves of absence 

 Other terms and conditions of 

employment 

 Recruitment 

 Testing 

 Training and apprenticeship programs 

 Transfer, promotion, layoff, or recalls 

 Use of company facilities 

 

[Company] does not tolerate the following actions: 

 Employment decisions based on assumptions or stereotypes about the abilities, traits, or 

performance of individuals of a certain gender, race, age, religion, or ethnic group, or 

individuals with disabilities; 

 Harassment on the basis of age, color, disability, gender, national origin, race, or  religion; 

 Retaliation against an individual for filing a charge of discrimination, participating in an 

investigation, or opposing discriminatory practices; 

 Denying employment opportunities to a person because of marriage to, or association 

with, an individual of a particular race, religion, national origin, or an individual with a 

disability; 
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 Discrimination based upon participation in schools or places of worship associated with a 

particular racial, ethnic, or religious group is also prohibited; 

 Indirect practices that have the effect of discriminating against individuals because of their 

race, color, national origin, religion, or gender. 

Equal Pay 

[Company] prohibits discrimination on the basis of gender in the payment of wages or benefits, where 
men and women perform work of similar skill, effort, and responsibility for the same employer under 
similar working conditions. This includes prohibiting a different wage that was/is paid to a person who 
worked in the same job before or after an employee of the opposite gender. 

Hostile Environment Standards 

[Company] prohibits any and all practices ranging from direct sexual harassment that create a hostile 
work environment for persons of either gender. Harassment based on race, color, national origin, religion, 
age, and disability will not be tolerated. Appropriate disciplinary action, up to and including termination, 
will  be taken against any employee who violates these guidelines. 

National Origin Discrimination 

Discrimination against an individual because of birthplace, ancestry, culture, or linguistic characteristics 
common to a specific ethnic group is strictly forbidden. In compliance with the Immigration Reform and 
Control Act (IRCA) of 1986, [Company] will assure that employees hired are legally authorized to work 
in the U.S. within the first three days of employment   

Pregnancy Based Discrimination 

Discrimination against any individual because of pregnancy or resultant medical conditions is strictly 
prohibited. Pregnancy, childbirth, and related medical conditions will be treated in the same manner as 
other temporary illnesses or conditions.  

Religious Accommodation  

 If your company offers floating holidays or personal days in addition to normal accrual of 
vacation and/or PTO, you can direct your employees to use their personal days for 
observation of a religious holiday. 

[Company] will reasonably accommodate the religious belief of an employee.  

 ~ Option ~  

If you observe a religious holiday which is not listed on the [Company] observed holidays list, we have 
provided Paid Time Off, vacation and/or personal days so that you may utilize for your holiday 
observation. 

EEO Notices 

Equal employment opportunity notices are posted near employee gathering places as required by law. in 
areas such as;, the lunch room bulletin boards or the company’s  on-line communication systems]. These 
notices summarize the rights of employees and list the names and addresses of the various government 
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agencies that may be contacted in the event that any person believes he or she has not been treated in 
accordance with these notices and laws. 

Management is primarily responsible for ensuring that [Company]’s equal employment opportunity 
policies are implemented, but all members of the staff share in the responsibility for assuring that by their 
personal actions the policies are effective and apply uniformly to everyone. 

Any employees, including managers, involved in discriminatory practices will be subject to termination. 

If you believe that you have been subjected to any form of unlawful discrimination, report the incident or 
complaint immediately, preferably in writing, to you supervisor and/or HR or the CEO who will conduct 
a prompt and thorough investigation and attempt to resolve the situation and ensure that appropriate 
action is taken. No action will be taken against an employee for reporting or opposing any form of 
unlawful discrimination or harassment. 

 The next two paragraphs are for California employees only 

All employees are protected against retaliation for opposing unlawful discriminatory practices or for 
filing a complaint with or otherwise participating in an investigation, proceeding, or hearing conducted by 
the EEOC or the DFEH.   

 EEOC Notices: An Employee can 
contact the following agencies that 
protect against employment 
discrimination.  

 California Department of Fair 
Employment & Housing 
800-884-1684 
 

 FLORIDA 
Florida Commission on Human 
Relations 
Building F Suite 240 
325 John Knox Rd. 
Tallahassee, FL 32399-4149 
850-488-7082  
800-342-8170  
 

 ILLINOIS 
Illinois Dept. of Human Rights 
100 W Randolph St. Suite 10-100 
Chicago, IL 60601 
312-814-6200  
800-662-3942  
 

 MICHIGAN 
Michigan Dept. of Civil Rights 
Victor Bldg. Suite 700 
201 N Washington Square 

517-335-3165  
 

 TEXAS 
Texas Commission on Human Rights 
101 East 15th Street, Room 144T 
Austin, Texas 78778-0001 
512/463-2642  
 

 NEW YORK 
New York State Division of Human 
Rights 
55 W 125th St. 
New York, NY 10027 
212-961-8400 
 

 WASHINGTON 
Washington State Human Rights 
Commission 
P.O. Box 42490 
711 S Capital Way #402 
Olympia, WA 98504-2490 
360-753-6770 
800-233-3247 
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The Americans with Disabilities Act 

 Title I of the Americans with Disabilities Act (ADA), effective on July 26, 1992, prohibits 
discrimination against any “qualified individual with a disability” in all aspects of 
employment, including hiring and discharge of workers, compensation and benefits. In 
addition, employers must “reasonably accommodate” the employees’ or applicants’ 
disabilities, which may mean modifying facilities, restructuring work schedules, or 
transferring disabled workers to vacant positions for which they are qualified.  

 Employers are not required to accommodate a disabled worker if doing so would impose 
an “undue hardship” on the employer. Employers with fifteen (15) or more employees are 
covered under the ADA. In the interest of diversity and the future growth of your company, 
we suggest all employers act as if this law pertains to them. 

[Company] is committed to providing equal opportunities to individuals with disabilities. The company 
will provide reasonable accommodation to enable a qualified applicant to perform the essential functions 
of the job, and to enable a qualified employee with a disability to perform the essential functions of a job 
currently held, if the accommodation would not  impose an undue hardship on the company, as defined by 
law. Each accommodation request will be handled on a case-by-case basis, and every reasonable effort 
will be made to comply with it. Requests for accommodations should be directed to the [Supervisor, CEO 
or HR Manager]. 

It is the policy of [Company] to comply with all the relevant and applicable provisions of the Americans 
with Disabilities Act (ADA). [Company] will not discriminate against any qualified employee or job 
applicant with respect to any terms, privileges, or conditions of employment because of a person’s 
physical or mental disability. [Company] will also make reasonable accommodation wherever necessary 
for all employees or applicants with disabilities, provided that the individual is otherwise qualified to 
safely perform the essential duties and assignments connected with the job and provided that any 
accommodations made do not impose an undue hardship on [Company]. 

It is [Company]’s policy not to discriminate against any qualified employee or applicant with regard to 
any terms or conditions of employment because of such individual’s disability, or perceived disability, so 
long as the employee can perform the essential functions of the job. Consistent with this policy of 
nondiscrimination, [Company] will provide reasonable accommodations to a qualified individual with a 
disability, as defined by the ADA, who has made [Company] aware of his or her disability, provided that 
such accommodation does not constitute an undue hardship on [Company]. Redundant with above.  

Employees with a disability who believe they need a reasonable accommodation to perform the essential 
functions of their job should contact the HR Department Manager. [Company] encourages individuals 
with disabilities to come forward and request reasonable accommodation. Redundant with above.  

Procedure for Requesting an Accommodation 

On receipt of an accommodation request, the [CEO or HR Manager and the employee's supervisor or 
manager will meet with the employee to discuss and identify the precise limitations resulting from the 
disability and the potential accommodation that [Company] might make to help overcome those 
limitations. [Company] will determine the feasibility of the requested accommodation considering various 
factors, including but not limited to, the nature and cost of the accommodation, the availability of tax 
credits and deductions, outside funding, [Company]’s overall financial resources and organization, and 
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the accommodation's impact on the operation of [Company], including its impact on the ability of other 
employees to perform their duties and on [Company]’s ability to conduct business. 

[Company] will inform the applicant/employee of its decision on the accommodation request. If the 
accommodation request is denied, employees will be advised of their right to appeal the decision by 
submitting a written statement explaining the reasons for the request. If the request on appeal is denied, 
that decision is final. 

NOTE - The ADA does not require [Company] to make the best possible accommodation, 
to reallocate essential job functions, or to provide personal use items; for example, 
eyeglasses, hearing aids, wheelchairs, etc.  

An employee or job applicant, who has questions regarding this policy or believes that he or she has been 
discriminated against based on a disability, should notify the HR Manager. – All inquiries or complaints 
will be treated as confidential to the extent permissible by law. 

Grievance Procedure 

The Grievance Procedure will be posted and available to all employees of [Company] and is the 
responsibility of the Human Resources Department or CEO if the organization does not have a designated 
HR representative. Any applicant/employee, who wishes to file a grievance concerning their involvement 
with the hiring practices at [Company], may submit a written grievance to the Human Resources Manager  

 This, for example, is one of the reasons why you need to be specific about the 
suggestions regarding an acceptable amount of time for the employee to go over the 
employee manager and receive documentation that the employment has read and 
agrees.. 

A grievance at [Company] would include, but is not limited to, hiring without following [Company] 
procedure, bias or discrimination on the part of the Human Resources Department, Supervising Manager, 
or a Hiring Committee at [Company]. Details of a violation must be explicated within the written 
grievance. A grievance must be filed within three (3) business days of the date the application received a 
non-acceptance notification for the applied position.  

The members of Grievance Board will include, in whole or in part, Human Resources Department 
Manager or designee, a member of senior management, and three employees of [Company] who work in 
a function other than the job position involved in the grievance. The Grievance Board must consist of an 
odd number of members. A grievance hearing must be conducted within two (2) business days of receipt 
of the grievance. A Grievance Board Hearing will contain an explanation by each disputing party and a 
review of all official documentation from the interview process.  

The Grievance Board has the right to interview additional parties involved in the interview process. After 
each of party has presented his/her case, there will be a question and answer period conducted by the 
Grievance Board. A decision of the Grievance Board will be made within forty-eight (48) hours of the 
Grievance Board Hearing. Decisions may include, but are not be limited to, a mandate to re-interview all 
applicants for the position.  

In the case that the Grievance is found to be without cause, the original candidate will be ratified. 
[Company] is responsible to ensure fairness within the interview process and the process is to be in 
compliance with all federal, state, and local laws. In cases where there is a re-interview process, the 
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decision of the Grievance Board will be final and the Grievance Process will not be repeated.  

Arbitration Policy & Agreement 

 For the actual agreement, use the copy provided in the “HR Forms” folder. 

 Have the employee read and sign the agreement as part of their acceptance of your offer 
of employment.  

 We keep a copy of the agreement here in the Employee Policies Manual as a reminder as 
well as for future reference. 

 There has been a question raised about the legality of this policy here is our response: 

 Usually, an employer can rescind an employment offer if a prospective employee refuses 
to sign the arbitration agreement. And an employer can fire an at-will employee who 
refuses to sign one. Therefore, declining to sign the agreement could jeopardize or put at 
risk "sealing the deal on accepting a job". 

 Some employers will negotiate this point, however, especially if they are more excited 
about the candidate than they are about arbitration. If you have a highly sought after 
prospect, or if you have a highly valued employee in your company, as the employer you 
may allow refusal to sign rather than give up the employee 

 Negotiating your agreement to arbitrate is no different from discussing your salary or 
benefits. The employer is negotiating for its best interest, as is the employee. For example, 
they may be interested in helping select an arbitrator rather than having one picked by the 
employer and they may want to know what the arbitrators personal and business 
background is as to avoid potential bias. For more info, pleae consult our Website: 
http://www.[Company].com/faq-pro/index.php?action=category&cat_id=006003 

 The forms that are presented to employees during an employee orientation should be 
given in such a manner that they are not buried in other forms and the employee is given 
sufficient time to read and sign the agreement. 

Here is a copy of the Arbitration Agreement you signed as part of your starting to work at [Company]: 

If an employment dispute arises while you are employed at [Company], you agree to submit any such 
dispute arising out of your employment or the termination of your employment (including, but not limited 
to, claims of unlawful termination based on race, gender, age national origin, disability, breach of contract 
or any other bias prohibited by law) exclusively to binding arbitration under the federal Arbitration Act, 9 
U.S.C., Section 1. Similarly, any disputes arising during your employment involving claims of unlawful 
discrimination or harassment under federal or state statutes shall be submitted exclusively to binding 
arbitration under the above provisions. This arbitration shall be the exclusive means of resolving any 
dispute arising out of your employment or termination from employment by [Company] or you, and no 
other action can be brought by employees in any court or any forum. 

By simply accepting or continuing employment with [Company], you automatically agree that arbitration 
is the exclusive remedy for all disputes arising out of or related to your employment with [Company] and 
you agree to waive all rights to a civil court action regarding your employment and the termination of 
your employment with [Company]; only the arbitrator, and not a judge nor a jury, will decide the dispute. 

If you choose to dispute your termination or any other alleged incident during your employment, 
including but not limited to unlawful discrimination or harassment, you must deliver a written request for 
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arbitration to [Company] within one (1) year from the date of termination, or one (1) year from the date 
on which the alleged incident(s) or conduct occurred, and respond within fourteen (14) calendar days to 
each communication regarding the selection of an arbitrator and the scheduling of a hearing. If 
[Company] does not receive a written request for arbitration from you within one (1) year, or if you do 
not respond to any communication from [Company] about the arbitration proceedings within fourteen 
(14) calendar days, you will have waived any right to raise any claims arising out of the termination of 
your employment with [Company], or involving claims of unlawful discrimination or harassment, in 
arbitration and in any court or other forum. 

You and [Company] shall each bear respective costs for legal representation at any such arbitration. The 
cost of the arbitrator and court reporter, if any, shall be shared equally by both parties, or as determined 
by the arbitrator. 

Acknowledgment of and Agreement with [Company] Arbitration Policy 

This policy is included in the actual Arbitration Agreement you signed upon your acceptance of 
employment with [Company]. 

Understood, Agreed & Accepted 

My signature on this document acknowledges that I understand the above Arbitration Policy and agree to 
abide by its conditions. I also acknowledge that I understand my employment is at-will and may be 
terminated at any time, with or without reason, by either [Company] or myself. I further agree that, in 
accordance with [Company]’s Arbitration Policy, that I will submit any dispute - including but not limited 
to my termination - arising under or involving my employment with [Company] to binding arbitration 
within one (1) year from the date the dispute first arose. I agree that arbitration shall be the exclusive 
forum for resolving all disputes arising out of or involving my employment with [Company] or the 
termination of that employment. I agree that I will be entitled to legal representation, at my own cost, 
during arbitration. I further understand that I will be responsible for half of the cost of the arbitrator and 
any incidental costs of arbitration. 

 

[Signatures] 

 

Note to employee:  

The original of this form is placed in your personnel file. A copy of this form was given to 
you by your [HR Manager]. 

Employee Background Check 

 Background checks are a valuable way for employers to communicate with one another 
about an applicant. Reference checking is a double-edged sword. There are potential 
consequences for employers not checking references (for example, negligent hiring 
lawsuits) and there are potential consequences if you do check references (for example, 
defamation lawsuits). We suggest consistent checking of references for all new 
employees. 
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 If the employer is thorough and accurate when checking references, the risks resulting 
from reference checking are reduced. 

Prior to becoming an employee of [Company], a job-related background check may be conducted. A 
comprehensive background check may consist of prior employment verification, professional reference 
checks, education confirmation, credit, criminal, and/or driving record history may have also be obtained. 

Credit Investigation 

 Employers would be advised to conduct a credit check for positions that involve financial 
responsibility, normally in a management or financial capacity. It is good practice, 
however, to limit these credit investigations only to positions with job-related financial 
components. 

 You must have a signed release from the applicant to legally conduct a credit investigation 
on a candidate. 

 If an applicant is denied employment for reasons relating to the credit report, the applicant 
must be informed of this fact and furnished with the name of the credit agency that issued 
the report. 

Following the requirements imposed by the Federal-Truth-In-Lending and the Fair 
Credit Reporting Acts, a federal statute that regulates the activities of consumer 
reporting agencies and users of credit reports, and protects consumers from invasions 
of privacy by placing certain restrictions on persons who may use or disseminate 
credit information about consumers, [Company] may conduct a pre-employment 

credit check only on those applicants for positions that involve financial responsibility. Your employment 
with us may be conditional upon our review of the information in the credit check. [Company] reserves 
the right to conduct this credit check at any time after you have been employed. Under the FCRA, you 
have certain legal rights to discover and to dispute or explain any information prepared by the credit 
checking company. 

Criminal Records 

 Employers should always ask, on employment applications, if an applicant has been 
convicted of a crime. You must have a signed release from the applicant to legally conduct 
a criminal record investigation on a candidate. (See the HR Forms folder.) 

 Obtaining criminal conviction records does not necessarily mean that this information can 
be used in making the hiring decision. Some states have laws prohibiting discrimination 
against people who have a criminal conviction record. It is advisable to check with your 
State Department of Labor before securing the criminal record information. 

 Generally speaking, employers should consider doing a criminal record check for positions 
which involve close, unsupervised contact with the public. 

 Employers may want to consider utilizing an investigation firm specializing in running 
background checks on candidates, particularly in obtaining criminal and credit histories. 

 [Company] may conduct a pre-employment criminal check on all  prospective employees.  

Driver’s License & Driving Record 

 Texas, Illinois, Michigan, New York requires drivers to have proof of insurance. 
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 California, Florida, Washington require the car to have insurance. 

 Employers should also ensure the applicant has a valid driver’s license. 

 Employers should check driving records of applicants who will be using a company vehicle 
before the applicant is hired and periodically throughout employment. 

 The employer could be held liable for negligent hiring if they knew or should have known 
about anything contained in the driving record; for example, driving under the influence of 
drugs or alcohol. 

Employees whose work requires operation of a motor vehicle must present and maintain a valid driver’s 
license and a driving record acceptable to our insurance carrier. You will be asked to submit a copy of 
your driving record to [Company] from time to time. Any changes in your driving record must be 
reported to your [Manager] immediately. Failure to do so may result in disciplinary action, up to and 
including termination. 

Health Examinations 

 Both state and federal laws restrict the use of pre-employment health examinations. 
Medical inquiries cannot be used to determine whether a job applicant has a disability 
and/or the nature of the disability. If the examination is made as a condition of 
employment, the examination must be required of all entering employees in the same job 
category. 

 Once an individual is given a good faith job offer, only then may the employer make 
disability-related inquires and require the applicant to undergo a health examination. 

 If such medical inquiries highlight a disability, the Americans with Disabilities Act (ADA) 
requires that the employer must demonstrate that the “essential job functions” cannot be 
performed without reasonable accommodation. The ADA prohibits discrimination against 
individuals with disabilities. This impacts all employers with fifteen (15) or more 
employees. 

 Drug testing does not qualify as a medical exam under the ADA. However, drug tests may 
be given to both applicants and employees. Check with your attorney concerning any state 
laws that may restrict drug testing. Please refer to the Drug-Free Workplace Policy. 

[Company] reserves the right to require an employee’s participation in a health examination to determine 
the employee’s ability for performing his/her essential job functions. All such health exams shall be paid 
for by the company.  

 There may be some specific criteria that the employer must adhere to in order to do a 
health exam – Click here for more details 

Immigration Law Compliance & Procedures  

 In accordance with the Immigration Reform and Control Act (IRCA), all employees, 
citizens and non-citizens hired after November 6, 1986, must complete Section 1 of the 
Employment Eligibility Verification (Form I-9) form at the time of hire. The employer is 
responsible for ensuring that Section 1 is timely and properly completed. In fact, an 
individual may not begin employment unless this form is completed since employers are 
subject to civil or criminal penalties if they do not comply with the Immigration Reform and 
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Control Act of 1986. This was just updated at end of 2009 because of homeland security – 
Click here for more details. 

 If you have specific questions about IRCA, you may get a copy of the Immigration and 
Naturalization Service (INS) handbook titled Handbook for Employers by calling the INS 
Employer Help Line at 1-800-777-7700. If you have been unaware of this law or have 
done nothing about it, you may wish to contact your attorney or accountant to get this 
information for you. Calling the INS yourself may raise a red flag.  

 Download a PDF copy of the I-9 form here 

 Employers must complete Section 2 by examining evidence of identity and employment 
eligibility within three (3) business days of the date employment begins. If employees are 
authorized to work, but are unable to present the required identification document(s) within 
three (3) business days, they must present a receipt for the application of the document(s) 
within three (3) business days and the actual document(s) within ninety (90) days. 
However, if employers hire individuals for a duration of less than three (3) business days, 
Section 2 must be completed at the time employment begins. Employees must present 
original documents. Employers may, but are not required to, photocopy the document(s) 
presented. These photocopies may only be used for the verification process and must be 
retained with the I-9. Employers must also complete Section 3 when updating and/or re-
verifying the I-9. Employers must re-verify employment eligibility of their employees on or 
before the expiration date recorded in Section 1. 

 Employers cannot specify which identification documents listed on the I-9 Form they will 
accept from an employee. Also, the refusal to hire an individual because of a future 
expiration date may constitute illegal discrimination. 

 Employers must retain completed I-9s for three years after the date of hire or one year 
after the date employment ends, whichever is later. It is recommended that you keep 
these I-9’s in a separate file. 

Federal regulations make it unlawful to hire individuals not authorized to work in the United States. 
These regulations require employers to verify identity and their right to be employed in this country. 
Accordingly, all employees must complete an Employment Verification (Form I-9) within three working 
days of employment with the Company. 

Employees who cannot provide the required document(s) within three (3) working days, must produce a 
receipt showing that they have applied for the documentation, and such documentation must be submitted 
within 30 days. Employees unable to produce valid documentation of their identity and legal right to work 
in the United States will be terminated. Providing false documentation or making false statements on the  
I9 verification will be grounds for disciplinary action up to and including termination. 

U.S. Immigration Reform & Control Act  

Under the Immigration Reform & Control Act of 1986, [Company] is required to verify the applicant’s 
identity and his or her right to employment in this country. The following forms of original documents are 
generally accepted to establish the applicant’s identity and right to employment. These documents are 
listed on the second page of the I9 form.  

All new employees at [Company] must complete the employee section of the Form I-9. This form must 
be completed in black ink. It is  the responsibility of the [HR Manager] to examine the new hire's 
documents to verify if their authenticity. The [HR Manager] will complete the Employer Section of Form 
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I-9; and, if applicable, include the expiration date of employment eligibility. The [HR Manager] will 
retain a copy of Form I-9 for the employee’s personnel  In the event that a potential hire or a rehire cannot 
produce proper documentation as related to Form I-9, notation must be included on the employer section 
of Form I-9: “Documents Not Provided - Not Hired.” 

 I-9 form, government link this form was recently updated and employers should have 
phased out the old forms as new employees come in and be using the new one (homeland 
security) – Click here for more details 

Nepotism – Employment of Relatives / Friends 

 We recommend including a policy outlining relationship standards for your company to 
avoid claims of nepotism.  

The employment of relatives can cause various problems, including of but not limited to, 
charges of favoritism, conflicts of interest, family discord, and scheduling conflicts that may 
work to the disadvantage of both [Company] and its employees. Members of an employee's 
immediate family may be considered for employment solely on the basis of their 
qualifications. 

For purposes of this policy, the term “relative” includes the following relationships: established by blood, 
marriage or other legal action. Examples include: mother, father, husband, wife, son, daughter, sister, 
brother, mother-in-law, father-in-law, sister-in-law, brother-in-law, son-in-law, daughter-in-law, step-
parent, stepchild, aunt, uncle, nephew, niece, grandparent, grandparent-in-law, granddaughter, grandson, 
or cousin. Also includes: domestic partner (a person with whom the employee’s life is interdependent and 
with whom the employee shares a mutual residence), daughter or son of the employee’s spouse or 
domestic partner, and any relative living in the household of the employee or domestic partner.   

It is the goal of [Company] to avoid creating circumstances in which the appearance or possibility of 
favoritism, impairment of efficient operations or other conflicts of interest exist. Therefore, while 
[Company] may permit the hiring or continued employment of relatives, spouses and other individuals 
having a personal with another employee at [Company], the following guidelines will apply: 

 Individuals may not work under the same manager 

 They may not have  a supervisor/subordinate relationship 

 They may not supervise or complete a performance evaluation 

 Create an adverse impact on work performance 

 Create an actual conflict of interest or the appearance of a conflict of interest 

 They may not be responsible for auditing or reviewing the individual’s work. 

 
No organizational relationship will be allowed to exist, regardless of their positions, if it creates a 
disruption, violates confidentiality rules, is inconsistent with financial audit guidelines, or has a negative 
impact on the work and business at [Company]. 

This policy must also be considered when assigning, transferring, or promoting an employee. 

 Never terminate someone for marrying another employee. 
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Should two employees who work together or supervise each other enter into a personal, non-work related 
relationship, or who establish a romantic relationship, one or both employees may have to be transferred. 

Employees who become immediate family members, because of the marriage of two employees or some 
other circumstance, may continue employment as long as it does not involve any of the above 
circumstances. If one of the conditions outlined should occur, attempts will be made to find a suitable 
position within [Company] where one of the employees can transfer. If employees become immediate 
family members or establish a romantic relationship, [Company] will make reasonable efforts to assign 
job duties so as to minimize problems of supervision, safety, security, or morale. If accommodations of 
this nature are not feasible, the employees will be permitted to determine which of them will resign.  

If the employees are unable to develop a workable solution, [Company] retains the sole discretion as to 
which employee will remain with the Company. The President, CEO or [HR Manager] of [Company] 
may decide which employee may be transferred in such situations. 

[Company] reserves the right to exercise managerial judgment to take such actions relating to 
employment as may be necessary to achieve the intent of this section. [Company] reserves the right to 
vary from its guidelines (as outlined in this section) on a case-by-case basis. 

It is the responsibility of the employee to notify [HR Manager] in writing if you are aware of any 
individual seeking employment at [Company] who is a relative or spouse or who has a personal or 
financial relationship with you. Employees, in general, and managers, in particular, are expected to bring 
situations involving themselves, which present a potential conflict, to the attention of the management for 
appropriate guidance and resolution. Depending upon the circumstances, this may involve, but is not 
limited to, the reassignment of one or both employees. If reassignment is not possible, termination of 
employment may be required. 

Outside Employment 

[Company] expects its employees to devote their full energies, efforts and abilities to their employment 
with the Company. If an employee wishes to engage in outside employment or other business activities, 
you should first discuss the proposed employment or activity with you immediate supervisor and HR In 
its sole discretion, the Company may deny such a request, or rescind a prior approval.  

Temporary & Contract Workers 

Under certain circumstances it may be necessary to hire temporary personnel on a contract 
basis for a specified period of time and a specified project. Temporary workers are not 
employees of [Company] and, as such, are not party to the terms and conditions of 
employment for part-time and full-time employees. They are paid strictly for time worked 
and are not entitled to any other benefits of employment.  

 See the “HR Forms” folder for a sample Independent Contractor agreement 

Temporary or contract workers must enter into independent contractor agreements with [Company] prior 
to performing any services for [Company]. Independent contractor agreements are available from the [ 
CEO or HR Manager.] All requests for temporary workers must be approved in advance according to the 
guidelines established by [Company]. The manager must ensure that the worker's assignments meet the 
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federal guidelines for independent contractor status and should consult the HR if any questions exist. All 
temporary workers, working at a [Company] or customer site, are subject to the same background 
verifications and drug screens as regular, active employees of [Company]. 

Temporary employees hired through an external, temporary agency are required to meet the criteria of 
both the temporary agency and those of [Company]. Payment fees will be determined in advance and are 
reflected in contractual agreement with the agency. Temporary positions filled by Human Resources must 
meet the standard hiring requirements of [Company].   

Employee Referral Bonus 

 Employee referrals have been proven to be one of the most effective methods of 
recruiting. Implementing an Employee Referral Program is highly recommended. 

 Good people can be difficult to find. A good reference from someone you know who has 
experience with a potential candidate can be worth a fortune toward hiring a good 
employee. We recommend generosity.  

 In the interest of non-discrimination and in the spirit of providing opportunities for skilled 
internal candidates, we also encourage you to post all job openings. 

[Company] recognizes that you, our employees, are the company's most valuable asset. 
We know from experience that current employees are often the best resource to draw 
upon in recruiting productive new employees and that referrals typically yield an equally 
exceptional group of new employees. In keeping with that philosophy, we continue to 
offer a bonus program to award those efforts.  

Open positions will be posted near employee gathering places such as [bulletin board / lunch room / 
internal computer network system]. You are encouraged to recommend and refer qualified candidates for 
employment with [Company]. If you know of someone who would like to work here, we will be glad to 
consider them for employment. Any candidate must comply with the standard interview and selection 
processes of the company. If you are unsure as to what these include, contact the Supervisor, CEO or HR 
to determine the interview process.  

What will I get?   

 This may be optional depending on your company.  

 Specify dollar amount below – often something like $500 - $1000. That’s cheap if you think 
about it, and it keeps your people on the lookout for new employees. Professional 
recruiters often charge as much as 30% of the employee’s annual salary! 

Should your candidate be hired by [Company] for a full-time regular position, and if that person 
satisfactorily completes the Introductory Period, [Company] will award a bonus of $[000] less applicable 
taxes to any current regular employee as a bonus for the referral. This bonus entitlement does not apply to 
individuals who are normally responsible for recruiting and hiring functions. 

When will I receive my referral bonus?  

The bonus will be distributed in two installments of $[000] each. The first installment will be payable 
within the first month following the new employee's new hire date. A second installment of $[000] will 
follow upon the successful completion of the new employee's 90-day training period. Employment that 
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terminates during or at the conclusion of the 90-day training period will result in only the original $[000] 
being awarded.  

To ensure the validity of the referral, the new hire must have personally known the current employee prior 
to an interview for the position (temporary positions excluded) and;  

must have identified that employee on the original application form.  

Note: A bonus referral cannot be awarded without the application reflecting the referral as 
stated above. Referrals that are not received in this manner are not eligible for the bonus 
program.  
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EEmmppllooyyeeee  IInnffoorrmmaattiioonn  
 

Employment Classifications 

 According to the Fair Labor Standards Act (FLSA), a federal law that requires employees 
to be classified as either eligible for overtime pay and minimum wage requirements (non-
exempt) or not (exempt), employers do not have the discretion to determine which 
employees to classify as exempt or non-exempt. FLSA criteria is based upon job scope, 
duties and responsibilities. Errors in classification may subject employers to significant 
liability. 

 Employment classifications can be defined according to the number of hours worked, 
length of employment, method of payment, and/or eligibility for overtime. The most 
common employment classifications are full-time, part-time, regular, temporary, exempt 
and non-exempt employees. 

 In the interest of team-building, you may want to avoid creating an obvious distinction 
between exempt and non-exempt employees. Many forward-thinking companies are 
working to bring management and labor closer together - we’ve developed this Employee 
Handbook with this in mind. 

 If you pay overtime after eight (8) hours per day, specify the circumstances. In California, 
for example, the law requires employees be paid overtime pay when they work over eight 
(8) hours in one day or and over forty (40) hours in one workweek. Check with your 
attorney regarding your state and local laws regarding overtime and modify this policy 
accordingly. 

 An employee’s classification may change from non-exempt to exempt when they are 
transferred or promoted. Be sure to notify employees immediately if their classification 
changes. This may help avoid any disputes such as claims for overtime pay. Additionally, 
the employee and the payroll/HR department should be notified if the change in status 
increases the employees vacation and PTO accrual rates 

 Please refer to the Manager’s Procedures Guide for more information. 

Exempt or Non-Exempt Employees 

At the time you are hired, you are classified as either as a full-time, part-time or temporary employee. In 
addition, you are classified as either non-exempt or exempt. This is necessary because, by law, employees 
in certain types of jobs are entitled to overtime pay for hours worked in excess of eight (8) hours per day 
or forty (40) hours per workweek as identified by law. These employees are referred to as “non-exempt” 
in this Employee Policies Handbook. This means that they are not exempt from (and therefore should 
receive) overtime pay. 

All other policies described in this Employee Policies Handbook and communicated by [Company] apply 
to all employees, with the exception of certain wage, salary and time off limitations applying only to 
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“non-exempt” employees. If you are unsure of which job classification your position fits into, please ask 
your manager or the [HR Manager]. 

Note: See also the section of this Employee Policies Handbook entitled “Compensation” for a full 
description of compensation and overtime payment policies. 

 Federal - 

 Non Exempt Employees 

 Nonexempt employees must be paid at least the minimum wage plus overtime, with no 
exceptions. Employers may not offer compensatory time, or comp time, to nonexempt 
employees instead of overtime. Any time worked in excess of 40 hours in a workweek or 
eight hours per day depending on the state,  must be paid at 1.5 times the hourly wage, 
also called time-and-a-half.  As of 2011, the minimum wage is $7.25 per hour. Private 
sector employers who meet the gross annual income test are required to pay nonexempt 
employees at least the minimum wage. Some states have instituted a minimum wage that 
exceeds the federal guidelines. In those states, employers must follow the state laws and 
pay the higher minimum wage. Note the state index listed below identifies minimum wage 
by state.  

 State Minimum Wage Chart | 2014 Minimum Wage by State 

 http://www.dol.gov/whd/minwage/america.htm#.UPNhGSeCl2s 

 Exceptions - 

 The fair labor act allows some exceptions to the nonexempt minimum wage guidelines. 
Outside sales representatives working on commission  are an exception to both the 
exempt and nonexempt guidelines. Newspaper carriers, employees of small agricultural 
operations and some seasonal amusement park employees are also considered 
exceptions and employers are not required to pay them the minimum wage. Wait staff in 
restaurants can be paid an hourly wage less than the minimum if their tips meet or exceed 
the minimum wage on average in a day. If the wait staff's tips fall short of the minimum 
wage, the employer is required to make up the difference to fulfill the fair labor 
requirements. 

Your supervisor or manager must approve all overtime to be worked. Non-exempt employees are required 
to report their hours using the [Company] [time-clock system / timesheets / computer]. 

 How do they report their hours? Complete timesheets? Time clock? Electronically via 
computer or website?  

Exempt Employees 

Exempt employees of [Company] are salaried and serve as managers, executives, professional staff, 
technical staff, outside sales representatives, officers, directors, owners and others whose duties and 
responsibilities allow them to be “exempt” from overtime pay provisions as provided by the FLSA and 
any applicable state laws. Therefore exempt employees do not earn overtime wages and must submit a 
time sheet to indicate when they have used paid time off, sick time or time off of work without pay. If you 
are an exempt employee, you will be advised that you are in this classification at the time you are hired, 
transferred or promoted. 

 California – Exempt Employees 
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 Exempt employees are those who are exempted from certain provisions of California's 
Industrial Welfare Commission  Orders. The most common exempt classification is for 
executive, administrative or professional employees. However, only employees who meet 
the criteria established by the Industrial Welfare Commission in these categories can 
legally be classified as exempt employees. There are also other less common 
classifications of exempt employees. Outside salespersons, taxicab drivers, student 
nurses and airline employees are some of the other classifications of exempt employees. 

 Non-Exempt Employees 

 Non-exempt employees are any employees who do not fit into one of the exempt 
categories. These employees are not exempted from the Industrial Welfare Commission 
Orders. This is the category into which the majority of employees will fall in most 
companies. This classification includes clerks, fast-food workers, cashiers, and many 
others. 

 Read more: California Labor Laws for Exempt and Non-Exempt Employees | eHow.com 
http://www.ehow.com/info_8630930_california-laws-exempt-nonexempt-
employees.html#ixzz2GCO179yc 

 Florida - Non-exempt employees who work overtime in Florida may not exchange their 
overtime pay for time off at a later date, according to Workforce Central Florida. This 
compensatory time off, or comp time, restriction does not apply to exempt employees; 
employers may grant exempt employees time off in exchange for overtime as long as the 
total hours worked do not drop the employee's compensation below the state minimum 
wage. 

 Travel 

 Workforce Central Florida also expresses that employers may not refuse compensation for 
non-exempt employees who travel to work-related functions like seminars or training 
programs. Though employers don't need to pay employees for the time spent in a routine 
commute to the office, work-related activities held outside the office, and the travel time 
required to attend them, mandate compensation for non-exempt employees. Employers 
don't need to offer compensation for travel time to exempt employees. 
 

 Read more: Difference Between Exempt & Non-Exempt Employees in Florida | eHow.com 
http://www.ehow.com/info_8533290_difference-exempt-nonexempt-employees-
florida.html#ixzz2GCLf4vBwsalaries.html#ixzz2GCKSlg61 

 Illinois -  As of 2011, employees must earn at least $455 per week to be classified as 
exempt in Illinois. 

 Job Duty Tests 

 In addition to the salary test, the primary duties each employee performs determine if that 
employee can be exempt from overtime. Generally, exempt employees are salespeople or 
mechanics selling  or servicing cars, trucks and farm equipment; agricultural laborers; 
broadcast communications professionals in a city with less than 100,000 people; 
employees working under a workplace exchange agreement; and employees of 
educational or residential child care institutions. The Illinois Department of Labor does not 
list "computer" as a category acceptable for disqualification from overtime pay. 

 Read more: Who Are Considered Exempt Employees in Illinois? | eHow.com 
http://www.ehow.com/info_8417111_considered-exempt-employees-
illinois.html#ixzz2GCEDfNfs 
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 Michigan - In Michigan, all employees must be paid a minimum wage of $7.40 per hour. 
Employers must also pay employees overtime that is equivalent to one-and-a-half times 
'the employees regular pay rate  for any hours worked past 40 hours in any seven-day 
period. However, certain salaried employees are exempt from this overtime provision. 
Employment law in Michigan is administered by the Department of Energy, Labor and 
Economic Growth.  
 
Read more: Michigan Exempt Labor Laws | eHow.com 
http://www.ehow.com/list_6711742_michigan-exempt-labor-laws.html#ixzz2GCIyGgWM 

 All employers are exempt from having to pay double time or triple time on holidays. 
Michigan employers are not obligated to pay employees at a higher rate for working on a 
holiday. 
 
Read more: Michigan Exempt Labor Laws | eHow.com 
http://www.ehow.com/list_6711742_michigan-exempt-labor-laws.html#ixzz2GCJC1Efw 

 In certain situations, employers may elect to give an employee additional compensatory 
time-off instead of paying overtime rates . All Michigan employers are permitted to pay in 
comp time unless they are a hospital or health care facility, a pre-school or other 
educational institutions, the federal, state or local government, an agricultural employer or 
a business with a gross annual revenue exceeding $500,000 yearly. Additionally, 
employers who do not regularly provide employees with ten paid days of leave each year 
are not permitted to pay in comp time. 

 Read more: Michigan Exempt Labor Laws | eHow.com 
http://www.ehow.com/list_6711742_michigan-exempt-labor-laws.html#ixzz2GCJRHbCZ 
 

 New York - New York requires employers in the state to communicate pay rates  to 
employees. The law went into effect on April 9, 2011. Managers must inform salaried 
exempt employees of their wages before the employees start working. Furthermore, 
supervisors and managers must tell employees their annual wages by February 1 of each 
year. Even if the wages remain unchanged from the previous year, employers must 
communicate the wages to workers. 

 Read more: Laws for Salaried Exempt Employees in New York State | eHow.com 
http://www.ehow.com/info_8408646_laws-employees-new-york-
state.html#ixzz2GCF4lPCk 

 Minimum Wage 

 Salaried exempt employees receive a minimum wage of $455 a week or $23,600 a year, 
according to Fair Labor Standards Act (FLSA) laws. They are not paid the same hourly 
minimum wage that non-exempt salaried and hourly workers receive. However, employers 
of salaried exempt employees in New York can pay these workers higher weekly wages. 
For example, employees who receive annual wages in excess of $100,000 are typically 
exempt workers. 

  
Read more: Laws for Salaried Exempt Employees in New York State | eHow.com 
http://www.ehow.com/info_8408646_laws-employees-new-york-
state.html#ixzz2GCFL5KTI 
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 Texas - In Texas, exempt workers do not receive overtime or compensatory time as 
outlined in FLSA. Exempt workers include contract workers, state employees and 
administrative staff. An exempt worker can qualify for state compensatory time in lieu of 
money . However, federal provisions for compensatory time do not apply. 

 Non-Exempt Workers 

 Non-exempt employees must be paid on a time and one-half their hourly wage schedule 
for overtime. For example, public safety  workers have a 240-hour compensatory time 
limit before it becomes mandatory to receive pay. 

 Read more: Fair Labor Standard Act in Texas for Exempt & Non Exempt Employees | 
eHow.com http://www.ehow.com/facts_6836417_fair-exempt-non-exempt-
employees.html#ixzz2GCG2xiTr 

 Washington – Salary Requirements for Exemption 

 Both Washington and federal labor laws require a minimum salary for exempt employees. 
The federal standard is $455 per week, but the state standard is $250 per week. Since the 
federal standard is more favorable to employees, employers must apply the federal statute 
when determining whether employees meet the salary test for exemption. Federal statutes 
allow computer professionals to receive either a weekly salary of at least $455 or an hourly 
salary of at least $27.63. White-collar workers earning  at least $100,000 annually are 
exempt under state law. Federal law requires that they also routinely perform one or more 
functions applicable to professionals, executives or administrators. Since Washington law 
does not require a duties test for highly compensated employees, it offers the greater 
benefit to workers, eliminating the need for them to meet a duties test. 

 Unpaid Disciplinary Suspensions 

 Federal laws allow employers to place an employee on an unpaid suspension for 
infractions of workplace conduct rules. The suspension under federal law may be for as 
little as one day. Under Washington law, however, suspensions must be for a minimum of 
a full week unless the infraction was a violation of a significant safety rule, in which case 
the suspension may be for a shorter period. 

 Read more: Washington State Labor Laws on Exempt Employee Salaries | eHow.com 
http://www.ehow.com/info_8575466_washington-laws-exempt-employee. 

Regular Employees 

 Currently, the term “permanent employee” is considered outdated. Better to use the term 
“regular “ or “full-time” employee.” Use of the term “permanent” implies a constant 
employment arrangement and conflicts with the At Will employment provisions. 

Employees hired to work on a regular basis for an indefinite period of time are classified as “regular” 
employees. Such employees may be either full-time or part-time. 

Regular Full-Time Employees 

 All definitions of “full-time” presented here and elsewhere must be consistent. 

 The minimum hours specified to be classified as a full-time employee could be thirty (30), 
thirty-two (32), or thirty-five (35). This number needs to be allowed for by all of your 
company’s benefit policies and the number of hours specified within each policy should be 
consistent. For example, if your health insurance carrier allows employees working a 
minimum of thirty (30) hours to be eligible and your life insurance carrier specifies thirty-
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five (35) hours minimum, it would then be logical to set thirty-five (35) hours as the 
minimum hours specified to be classified as a full-time employee. 

An employee who has successfully completed their Introductory Period (see the Introductory Period 
Policy under the ‘Starting to Work” section for a specific definition) and who works at least [the number 
of hours meeting full-time criteria] hours per week is considered a full-time employee. 

Regular full-time employees are scheduled to work a minimum of [00] hours per week. These employees 
are eligible for all [Company] benefits subject to individual plan requirements.  

Unless otherwise specified, the benefits described in this Employee Policies Handbook apply only to full-
time employees. 

If you were a regular full-time employee and were laid off, you will be considered a regular full-time 
employee upon return to work, provided that you were not laid off for longer than one (1) year. 

If you were a regular full-time employee and have been on an approved leave of absence, upon return you 
will be considered a regular full-time employee, provided you return to work as agreed in the provisions 
of your leave. 

Regular Part-Time Employees 

 Fill in your standard work week here. The minimum hours per week could be twenty (20), 
thirty (30), thirty-two (32), thirty-five (35), or forty (40) as allowed by your company’s 
insurance. 

 All definitions of “part-time” presented here and elsewhere must be consistent. 

Regular part-time employees are regularly scheduled to work fewer than [00] hours per week. With the 
exception of Workers’ Compensation [not mandated in Texas], unemployment insurance and social 
security, regular part-time employees are not eligible for the benefits and privileges described in this 
handbook. 

If you are a regular part-time employee, please understand that you are not eligible for benefits described 
in this Employee Policies Handbook, except as granted on occasion, or to the extent required by provision 
of state and federal laws. 

Temporary Employees 

 If a temporary employee works for your company longer than six (6) months, she/he may 
become liable for benefits. Check with your attorney on your state and local laws regarding 
temporary employees and modify this policy accordingly. 

 Temporary employees may be hired from either an outside agency or may be hired 
directly by you or your Company. If hired internally, you must specify the position is 
temporary and for a definite period of time or for a specific project. 

Temporary employees are hired for part-time or full-time work for a specific project or assignment for a 
limited period of time. With the exception of Workers’ Compensation [not mandated in TX] , 
unemployment insurance and social security withholdings, temporary employees are not eligible for the 
benefits and privileges described in this book, including Company benefits, paid holidays, or paid time 
off. 

From time to time, [Company] may hire employees for specific periods of time or for the completion of a 
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specific project. An employee hired under these conditions will be considered a temporary employee. The 
job assignment, work schedule and duration of the position will be determined on an individual basis. 

Normally, a temporary position will not exceed six (6) months in duration, unless specifically extended 
by a written agreement. Summer employees, interns and seasonal employees are considered temporary 
employees. 

A temporary employee does not become a regular employee by virtue of being employed longer than the 
agreed upon specified period. 

 Modify the following reference to overtime pay as needed to comply with your state and 
local laws. 

Temporary employees are not eligible for benefits described in this Employee Policies Handbook, except 
as granted on occasion, or to the extent required by provision of state and federal laws. Those temporary 
employees classified as “non-exempt” (see the section titled “Non-Exempt and Exempt Employees” 
below) who work more than forty (40) hours during any workweek or eight hours in one day based on 
state laws will receive overtime pay. 

Length of Service 

Your hire date or length of service is an important factor in determining your eligibility for many 
employee benefit programs. Accordingly, the Company will determine your service date according to the 
following provisions: 

Hire Date 

Your date of hire as a regular, full-time employee will be the date used to determine eligibility for 
benefits. Part-time and temporary employment is not considered for benefits eligibility. If you join the 
Company as a temporary employee and are later hired as a regular employee, your hire date will be the 
day you begin work as a regular employee. This date will determine your eligibility for <Company> 
benefits. 

Break in Service 

A break in service occurs when any type of termination of employment from the Company interrupts your 
service. 

 Choose to include the policy below, modifying it based on the choices given, or eliminate it 
entirely. 

Bridge of Service  

If you are a regular, full-time employee, you will receive credit for earlier service if you: 

 Complete [ six / twelve] consecutive months of employment, and 

 Terminate employment and return within [three/ six / twelve] months of your termination. 

 If the above criteria are met, you will retain your original hire date with the Company.  

 
Your balance of earned and unused (or unpaid) sick pay will be restored. Your group insurance benefits 
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will be effective the first day of the month following the date on which you are rehired. [Depending upon 
the schedule on which your benefits become available.] Paid time off and/or personal/sick time will not 
accrue during the break in employment. 

 There are several ways to approach bridging service, if you use it at all. Generally, when 
an employee leaves on good terms and asks to come back, if they had a good amount of 
time in to the company already, and haven’t been gone too long, they can pick up where 
they left off. Some companies say that they must have been here for a minimum of six 
months, some say a year. If your employees’ service tends to be shorter lived (as opposed 
to having many staff members who have been there for ten years), we would recommend 
you use the six month criteria. Then, whatever term you use for the amount of service 
required can serve as the limit of time that they have been gone (if you require six months 
of service in to be considered for bridging, then they cannot have been gone more than six 
months).  

Personnel Records & Administration 

The task of handling personnel records and related personnel administration functions at [Company] has 
been assigned to the [HR Manager]. Questions regarding insurance, wages, and interpretation of policies 
may be directed to the [HR Manager]. 

Your Personnel File 

 Most states have a law on this subject. Some information need not be divulged to an 
employee under certain circumstances. Check with your attorney on your state and local 
laws regarding personnel records and modify this policy accordingly. 

 Personnel files should be kept confidential at all times. Terminated employees, as well as 
current employees, have the right to review their own personnel file, if requested. 

 Managers may be granted access to personnel files on a need to know basis. 

 Prior to releasing personnel records to an outside party, we recommend that you receive a 
subpoena before producing copies of any personnel documents as well as consulting with 
your attorney regarding the request. 

[Company] retains a record of each employee’s work history. Upon request, employees will be given 
access to their personnel files at reasonable times and at reasonable intervals, or given 
copies of materials in their personnel file that have been signed by the employee. Please 
make arrangements with the [HR Manager]. 

Because personnel files contain personal information, the Company will make all 
reasonable efforts to maintain the confidentiality of the personnel files. The Company generally refuses to 
release personnel information to third parties unless there is reasonable protection of your privacy, and  
that you have given your written authorization, or providing the record is required by legal process. If the 
Company is served with a subpoena or other legal process, it will ordinarily provide you notice of the 
subpoena. 

Record Changes Notification 

Keeping your personnel file up-to-date is important to you regarding pay, deductions, benefits and other 
matters. If you have a change in any of the items listed below, please be sure to notify your [HR Manager] 
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as soon as possible. 

 Change of beneficiary on Insurance Plan(s) or 401(k) Plan [if applicable’  

 Change of work address or work contact phone number 

 Driving record or status of driver’s license, if you operate any [Company] vehicles 

 Exemptions on your W-4 tax form 

 Home address 

 Home telephone number  

 Legal name 

 Marital status 

 Military or draft status 

 Number of dependents 

 Person to contact in case of emergency  

 Professional License(s)  

 Training Certificates 

 
Your Medical Records File 

 All medical records, including disability, workers’ compensation information, and benefit 
enrollment forms should be kept separately from an employee’s personnel file. Information 
regarding an employee’s medical records may not be used or disclosed in the absence of 
a compelling interest justifying the disclosure of that information. 

 Note, however, for employers with more than twenty-five (25) employees, any information 
regarding alcohol or drug rehabilitation programs should be kept separate from all other 
medical records. This information should not be disclosed even to supervisors unless a 
need to know is demonstrated. 

 According to the Confidentiality of Medical Information Act, all employers who receive 
medical information are required to establish appropriate procedures to ensure the 
confidentiality and protection from unauthorized use and disclosure of that information. 
Procedures would include instructions regarding confidentiality to employees handling 
medical records files, including restricting access to these files. 

 Prior to releasing any medical information, a signed authorization form from the employee 
is required. 

All medical records, if any, will be kept in a separate confidential file. [Company] maintains this 
information in the strictest confidence and may not use or disclose medical information about an 
employee without the employee first having signed an authorization form permitting such use or 
disclosure. 

Employment & Reference Checks 

All requests for employee information must be directed to the HR  contact. The only 
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information released for a reference request will be dates of employment, position title and compensation, 
and then only when authorized by the employee. No other information will be disclosed to outside parties. 

[Company] does not provide letters of reference to current or former employees. Employees, supervisors, 
or managers may not release any information or discuss the performance of a former employee to outside 
sources. Only the [HR Manager] may do so. Strict adherence to this policy is required; failure to do so 
will result in disciplinary action. Any requests of this nature should be referred to the [HR Manager]. 

[Company] reserves the right to check the information provided by the employee on the employment 
application and other information provided by the employee at such time as deemed appropriate. False or 
misleading information on an application or resume is grounds for termination regardless of what is 
discovered.  

Reference Referrals 

All requests for references must be directed to the [HR Manager]. No other manager or employee is 
authorized to release references for current or former employees. [Company]'s policy as to references for 
employees who have left the Company is to disclose only the dates of employment and the title of the last 
position held. If you authorize additional disclosure in writing, the Company will also provide a 
prospective employer with the information on the amount of salary or wage you last earned as an 
employee of [Company]. 

Polygraph Protection Act 

The federal Employee Polygraph Protection Act of 1988 (EPPA), 29 U.S.C. Section 2001–2009, prohibits 
most private employers from using lie detector tests on their employees during either pre-employment 
screening or the course of employment. The law requires that employers display an Employee Polygraph 
Protection Act notice/poster where employees and job applicants can easily see it. This poster briefly 
explains the Act, describes examinee rights and details enforcement information. 
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[[CCoommppaannyy  LLeeggaall  NNaammee]]  
HHIIPPAAAA  PPrriivvaaccyy  PPoolliiccyy    

 

 If your organization offers insurance benefits, your Human Resources Manager should 
ensure that employees are notified of the HIPPA Privacy Policy. 

[Company] sponsors and self-funds a group health plan (the Plan). Members of [Company]’s workforce 
may have access to the individually identifiable health information of Plan participants (1) on behalf of 
the Plan itself; or (2) on behalf of [Company], for administrative functions of the Plan.  

The Health Insurance Portability & Accountability Act of 1996 (HIPAA) and its implementing 
regulations restrict [Company]’s ability to use and disclose Protected Health Information.  

Protected Health Information. Protected Health Information means information that is created or received 
by the Plan and relates to the past, present, or future physical or mental health or condition of a 
participant; the provision of health care to a participant; or the past, present, or future payment for the 
provision of health care to a participant; and that identifies the participant or for which there is a 
reasonable basis to believe the information can be used to identify the participant. Protected Health 
Information includes information of persons living or deceased.  

It is [Company]’s policy to comply fully with HIPAA’s requirements. To that end, all members of 
[Company]’s workforce who have access to Protected Health Information must comply with this Privacy 
Policy. For purposes of this Policy and [Company]’s use and disclosure procedures, the workforce 
includes individuals who would be considered part of our workforce under HIPAA such as employees, 
volunteers, trainees, and other persons whose work performance is under the direct control of [Company], 
whether or not they are paid by [Company]. The term “employee” includes all of these types of workers.  

No third party rights (including but not limited to rights of Plan participants, beneficiaries, covered 
dependents, or business associates) are intended to be created by this Policy. [Company] reserves the right 
to amend or change this Policy at any time (and even retroactively) without notice. To the extent this 
Policy establishes requirements and obligations above and beyond those required by HIPAA, the Policy 
shall be aspiring and shall not be binding upon [Company]. This Policy does not address requirements 
under other federal laws or under state laws.  

Plan's Responsibilities as Covered Entity  

1.  Privacy Official & Contact Person  

[HR Manager] will be the Privacy Official for the Plan. The Privacy Official will be responsible for the 
development and implementation of policies and procedures relating to privacy, including but not limited 
to this Privacy Policy and [Company]'s use and disclosure procedures. The Privacy Official will also 
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serve as the contact person for participants who have questions, concerns, or complaints about the privacy 
of their Protected Health Information.  

2.  Workforce Training  

It is Company’s policy to train all members of its workforce who have access to Protected Health 
Information on its privacy policies and procedures. The Privacy Official is charged with developing 
training schedules and programs so that all workforce members receive the training necessary and 
appropriate to permit them to carry out their functions within Plan.  

3.  Technical & Physical Safeguards & Firewall  

[Company] will establish on behalf of the Plan appropriate technical and physical safeguards to prevent 
Protected Health Information from intentionally or unintentionally being used or disclosed in violation of 
HIPAA’s requirements. Technical safeguards include limiting access to information by creating computer 
firewalls. Physical safeguards include locking doors or filing cabinets.  

Firewalls will ensure that only authorized employees will have access to Protected Health Information, 
that they will have access to only the minimum amount of Protected Health Information necessary for 
plan administrative functions, and that they will not further use or disclose Protected Health Information 
in violation of HIPAA’s privacy rules.  

4.  Privacy Notice  

The Privacy Official is responsible for developing and maintaining a notice of the Plan’s privacy practices 
that describes:  

 The uses and disclosures of Protected Health Information that may be made by the Plan;  

 The individual’s rights; and  

 The Plan’s legal duties with respect to the Protected Health Information.  

 
The privacy notice will inform participants that [Company] will have access to Protected Health 
Information in connection with its plan administrative functions. The privacy notice will also provide a 
description of [Company]'s complaint procedures, the name and telephone number of the contact person 
for further information, and the date of the notice.  

The notice of privacy practices will be individually delivered to all participants:  

 On an ongoing basis, at the time of an individual's enrollment in the Plan or, in the case of 

providers, at the time of treatment and consent; and  

 Within 60 days after a material change to the notice.  

 
The Plan will also provide notice of availability of the privacy notice at least once every three years.  

5.  Complaints  

[HR Manager] will be the Plan's contact person for receiving complaints. The Privacy Official is 
responsible for creating a process for individuals to lodge complaints about the Plan's privacy procedures 
and for creating a system for handling such complaints. A copy of the complaint procedure shall be 



[Company] Employee Policies Manual 

__________________________________________________________________________________________ 
52 

provided to any participant upon request.  

6.  Sanctions for Violations of Privacy Policy  

Sanctions for using or disclosing Protected Health Information in violation of this HIPAA Privacy Policy 
will be imposed in accordance with [Company]’s corrective action policy, up to and including 
termination. The Corrective Action Policy is defined in The [Company] Employee Policies Manual for 
Staff and Administrators. 

7.  Mitigation of Inadvertent Disclosures of Protected Health Information  

[Company] shall mitigate, to the extent possible, any harmful effects that become known to it because of 
a use or disclosure of an individual’s Protected Health Information in violation of the policies and 
procedures set forth in this Policy. As a result, if an employee becomes aware of a disclosure of Protected 
Health Information, either by an employee of the Plan or an outside consultant/contractor that is not in 
compliance with this Policy, immediately contact the Privacy Official so that the appropriate steps to 
mitigate the harm to the participant can be taken.  

8.  No Intimidating or Retaliatory Acts; No Waiver of HIPAA Privacy  

No employee may intimidate, threaten, coerce, discriminate against, or take other retaliatory action 
against individuals for exercising their rights, filing a complaint, participating in an investigation, or 
opposing any improper practice under HIPAA.  

No individual shall be required to waive his or her privacy rights under HIPAA as a condition of 
treatment, payment, enrollment or eligibility.  

9.  Plan Document  

The Plan document shall include provisions to describe the permitted and required uses and disclosures of 
Protected Health Information by [Company] for plan administrative purposes. Specifically, the Plan 
document shall require [Company] to:  

 Not use or further disclose Protected Health Information other than as permitted by the 

Plan documents or as required by law;  

 Ensure that any agents or subcontractors to whom it provides Protected Health 

Information received from the Plan agree to the same restrictions and conditions that apply 

to [Company];  

 Not use or disclose Protected Health Information for employment-related actions or in 

connection with any other employee benefit plan;  

 Report to the Privacy Official any use or disclosure of the information that is inconsistent 

with the permitted uses or disclosures;  

 Make Protected Health Information available to Plan participants, consider their 

amendments and, upon request, provide them with an accounting of Protected Health 

Information disclosures;  
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 Make [Company]'s internal practices and records relating to the use and disclosure of 

Protected Health Information received from the Plan available to DHHS upon request; and  

 If feasible, return or destroy all Protected Health Information received from the Plan that 

[Company] still maintains in any form and retain no copies of such information when no 

longer needed for the purpose for which disclosure was made, except that, if such return 

or destruction is not feasible, limit further uses and disclosures to those purposes that 

make the return or destruction of the information infeasible. The Plan document must also 

require [Company] to (1) certify to the Privacy Official that the Plan documents have been 

amended to include the above restrictions and that [Company] agrees to those restrictions; 

and (2) provide adequate firewalls.  

10.  Documentation  

The Plan’s and [Company]'s privacy policies and procedures shall be documented and maintained for at 
least six years. Policies and procedures must be changed as necessary or appropriate to comply with 
changes in the law, standards, requirements and implementation specifications (including changes and 
modifications in regulations). Any changes to policies or procedures must be promptly documented.  

If a change in law impacts the privacy notice, the privacy policy must promptly be revised and made 
available. Such change is effective only with respect to Protected Health Information created or received 
after the effective date of the notice.  

The Plan and [Company] shall document certain events and actions (including authorizations, requests for 
information, sanctions, and complaints) relating to an individual's privacy rights.  

The documentation of any policies and procedures, actions, activities and designations may be maintained 
in either written or electronic form. Covered entities must maintain such documentation for at least six 
years.  

Policies on Use & Disclosure of Protected Health Information  

1.  Use & Disclosure Defined  

[Company] and the Plan will use and disclose Protected Health Information only as permitted under 
HIPAA. The terms "use" and “disclosure” are defined as follows:  

 Use. The sharing, employment, application, utilization, examination, or analysis of 

individually identifiable health information by any person working for or within the benefits 

area of [Company], or by a Business Associate (defined below) of the Plan.  

 Disclosure. For information that is Protected Health Information, disclosure means any 

release, transfer, provision of access to, or divulging in any other manner of individually 

identifiable health information to persons not employed by or working within the benefits 

area of [Company].  

2.  Workforce Must Comply With Company's Policy and Procedures  

All members of [Company]'s workforce who have access to Protected Health Information (described at 
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the beginning of this Policy and referred to herein as “employees” must comply with this Policy and with 
[Company]'s use and disclosure procedures, which are set forth in a separate document.  

3.  Access to Protected Health Information Is Limited to Certain Employees  

The following employees “employees with access” have access to Protected Health Information:  

 Benefits Manager and Benefits Human Resource Assistant who perform functions directly 

on behalf of the group health plan; and  

 Benefits Manager, Benefits Human Resource Assistant, Human Resource Assistant, 

Payroll Manager, Student Payroll Coordinator and Human Resource Director, who have 

access to Protected Health Information on behalf of [Company] for its’ use in “plan 

administrative functions".  

 
The same employees may be named or described in both of these two categories. These employees with 
access may use and disclose Protected Health Information for plan administrative functions, and they may 
disclose Protected Health Information to other employees with access for plan administrative functions 
(but the Protected Health Information disclosed must be limited to the minimum amount necessary to 
perform the plan administrative function). Employees with access may not disclose Protected Health 
Information to employees (other than employees with access) unless an authorization is in place or the 
disclosure otherwise is in compliance with this Policy and the use and disclosure procedures.  

4.  Permitted Uses & Disclosures: Payment & Health Care Operations  

Protected Health Information may be disclosed for the Plan’s own payment purposes, and Protected 
Health Information may be disclosed to another covered entity for the payment purposes of that covered 
entity.  

Payment. Payment includes activities undertaken to obtain Plan contributions or to determine or fulfill the 
Plan's responsibility for provision of benefits under the Plan, or to obtain or provide reimbursement for 
health care. Payment also includes:  

 Eligibility and coverage determinations including coordination of benefits and adjudication 

or subrogation of health benefit claims;  

 Risk adjusting based on enrollee status and demographic characteristics; and  

 Billing, claims management, collection activities, obtaining payment under a contract for 

reinsurance (including stop-loss insurance and excess loss insurance) and related health 

care data processing.  

 
Protected Health Information may be disclosed for purposes of the Plan’s own health care operations. 
Protected Health Information may be disclosed to another covered entity for purposes of the other 
covered entity's quality assessment and improvement, case management, or health care fraud and abuse 
detection programs, if the other covered entity has (or had) a relationship with the participant and the 
Protected Health Information requested pertains to that relationship.  

Health Care Operations. Health care operations mean any of the following activities to the extent that 
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they are related to Plan administration:  

 Conducting quality assessment and improvement activities;  

 Reviewing health plan performance;  

 Underwriting and premium rating;  

 Conducting or arranging for medical review, legal services and auditing functions;  

 Business planning and development; and  

 Business management and general administrative activities.  

5.  No Disclosure of Protected Health Information for Non-Health Plan Purposes  

Protected Health Information may not be used or disclosed for the payment or operations of [Company]'s 
“non-health” benefits (e.g., disability, life insurance, etc.), unless the participant has provided an 
authorization for such use or disclosure or such use or disclosure is required by applicable state law and 
particular requirements under HIPAA are met.  

6.  Mandatory Disclosures of Protected Health Information: to Individual & DHHS  

A participant’s Protected Health Information must be disclosed as required by HIPAA in two situations:  

 The disclosure is to the individual who is the subject of the information (see the policy for 

"Access to Protected Information and Request for Amendment" that follows); and  

 The disclosure is made to Dept. of Health & Human Services for purposes of enforcing of 

HIPAA.  

7.  Permissive Disclosures of Protected Health Information: for Legal & Public Policy 
Purposes  

Protected Health Information may be disclosed in the following situations without a participant’s 
authorization, when specific requirements are satisfied. [Company]’s use and disclosure procedures 
describe specific requirements that must be met before these types of disclosures may be made. The 
requirements include prior approval of the Plan’s Privacy Official. Permitted are disclosures:  

 About victims-of abuse, neglect or domestic violence;  

 For judicial and administrative proceedings;  

 For law enforcement purposes;  

 For public health activities;  

 For health oversight activities;  

 About decedents;  

 For cadaver organ, eye or tissue donation purposes;  

 For certain limited research purposes;  

 To avert a serious threat to health or safety;  

 For specialized government functions; and  
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 That relate to workers' compensation programs.  

8.  Disclosures of Protected Health Information Pursuant to an Authorization  

Protected Health Information may be disclosed for any purpose if an authorization that satisfies all of 
HIPAA’s requirements for a valid authorization is provided by the participant. All uses and disclosures 
made pursuant to a signed authorization must be consistent with the terms and conditions of the 
authorization.  

9.  Complying With the “Minimum-Necessary” Standard  

HIPAA requires that when Protected Health Information is used or disclosed, the amount disclosed 
generally must be limited to the “minimum necessary” to accomplish the purpose of the use or disclosure.  

The “minimum-necessary” standard does not apply to any of the following:  

 Uses or disclosures made to the individual;  

 Uses or disclosures made pursuant to a valid authorization;  

 Disclosures made to the Dept. of Labor;  

 Uses or disclosures required by law; and  

 Uses or disclosures required to comply with HIPAA.  

 
Minimum Necessary When Disclosing Protected Health Information. For making disclosures of Protected 
Health Information to any Business Associate or providers for claims payment/adjudication, plan design 
and pricing or internal/external auditing purposes, only the minimum necessary amount of information 
will be disclosed.  

All other disclosures must be reviewed on an individual basis with the Privacy Official to ensure that the 
amount of information disclosed is the minimum necessary to accomplish the purpose of the disclosure.  

Minimum Necessary When Requesting Protected Health Information. For making requests for disclosure 
of Protected Health Information from Business Associates, providers or Plan Participants for purposes of 
claims payment/adjudication, plan design and pricing or internal/external auditing purposes, only the 
minimum necessary amount of information will be requested. 

All other requests must be reviewed on an individual basis with the Privacy Official to ensure that the 
amount of information requested is the minimum necessary to accomplish the purpose of the disclosure.  

10.  Disclosures of Protected Health Information to Business Associates  

Employees may disclose Protected Health Information to the Plan's business associates and allow the 
Plan's business associates to create or receive Protected Health Information on its behalf. However, prior 
to doing so, the Plan must first obtain assurances from the business associate that it will appropriately 
safeguard the information. Before sharing Protected Health Information with outside consultants or 
contractors who meet the definition of a “business associate,” employees must contact the Privacy 
Official and verify that a business associate contract is in place.  

Business Associate is an entity that:  
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 Performs or assists in performing a Plan function or activity involving the use and 

disclosure of Protected Health Information (including claims processing or administration, 

data analysis, underwriting, etc.); or  

 Provides legal, accounting, actuarial, consulting, data aggregation, management, 

accreditation, or financial services, where the performance of such services involves giving 

the service provider access to Protected Health Information.  

11.  Disclosures of De-Identified Information  

The Plan may freely use and disclose de-identified information. De-identified information is health 
information that does not identify an individual and with respect to which there is no reasonable basis to 
believe that the information can be used to identify an individual. There are two ways a covered entity can 
determine that information is de-identified: either by professional statistical analysis, or by removing 18 
specific identifiers.  

Policies on Individual Rights  

1.  Access to Protected Health Information and Requests for Amendment  

HIPAA gives participants the right to access and obtain copies of their Protected Health Information that 
the Plan or its business associates maintains in designated record sets. HIPAA also provides that 
participants may request to have their Protected Health Information amended. The Plan will provide 
access to Protected Health Information and it will consider requests for amendment that are submitted in 
writing by participants.  

Designated Record Set is a group of records maintained by or for [Company] that includes:  

 The enrollment, payment, and claims adjudication record of an individual maintained by or 

for the Plan; or  

 Other Protected Health Information used, in whole or in part, by or for the Plan to make 

coverage decisions about an individual.  

2.  Accounting  

An individual has the right to obtain an accounting of certain disclosures of his or her own Protected 
Health Information. This right to an accounting extends to disclosures made in the last six years, other 
than disclosures:  

 To carry out treatment, payment or health care operations;  

 To individuals about their own Protected Health Information;  

 Incident to an otherwise permitted use or disclosure or pursuant to an authorization;  

 For purposes of creation of a facility directory or to persons involved in the patient's care 

or other notification purposes;  

 As part of a limited data set; or  

 For other national security or law enforcement purposes.  
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The Plan shall respond to an accounting request within 60 days. If the Plan is unable to provide the 
accounting within 60 days, it may extend the period by 30 days, provided that it gives the participant 
notice (including the reason for the delay and the date the information will be provided) within the 
original 60-day period.  

The accounting must include the date of the disclosure, the name of the receiving party, a brief 
description of the information disclosed, and a brief statement of the purpose of the disclosure (or a copy 
of the written request for disclosure, if any).  

The first accounting in any 12-month period shall be provided free of charge. The Privacy Official may 
impose reasonable production and mailing costs for subsequent accountings.  

3.  Requests for Alternative Communication Means or Locations  

Participants may request to receive communications regarding their Protected Health Information by 
alternative means or at alternative locations. For example, participants may ask to be called only at work 
rather than at home. Such requests may be honored if, in the sole discretion of [Company], the requests 
are reasonable.  

However, [Company] shall accommodate such a request if the participant clearly provides information 
that the disclosure of all or part of that information could endanger the participant. The Privacy Official 
has responsibility for administering requests for confidential communications.  

4.  Requests for Restrictions on Uses and Disclosures of Protected Health Information  

A participant may request restrictions on the use and disclosure of the participant's Protected Health 
Information. It is [Company]’s policy to attempt to honor such requests if, in the sole discretion of 
[Company], the requests are reasonable. The Benefits Department is charged with responsibility for 
processing requests for restrictions. 
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SSttaarrttiinngg  ttoo  WWoorrkk  
 
Introductory / Training Period 

 It’s generally a good idea to establish a time period for evaluating a new employee to be 
sure they are suitable for your company. This time period is referred to as an 
Introductory/Training Period. The Introductory/Training Period was previously referred to 
as a “probationary period,” but this term has become archaic because it may imply that 
completion of the probationary period is a guarantee of a permanent employment 
relationship. Keep in mind that after completion of the Introductory/Training Period, 
employment essentially remains at will. Please refer to the At-Will Employment Policy, the 
At-Will Employment Agreement and the Receipt and Acknowledgment of [Company] 
Employee Handbook. 

 We believe an employer should be able to hire and fire at will to suit their purposes 
(without being evil), because your business situation constantly changes and often people 
cannot deliver what the employer really wants/needs (or both parties perceptions differ...) 
– the employer takes a chance and hires the employee anyway… employee thinks their 
performance rocks… employer realizes employee’s performance stinks (according to their 
original desires), and must make a change – of course, this is really what the 
Introductory/Training Period is all about… you must REALLY evaluate the employee within 
that time frame that YOU set (usually 90 days), AND have the courage to terminate the 
employee within the Introductory/Training Period if they don’t deliver.  

 Avoid a great discrepancy between the Introductory/Training Period and the period before 
an employee qualifies for group insurance. We encourage you to make benefits available 
immediately, however your insurance carrier may impose certain guidelines that dictate 
when benefits become effective for new hires 

 During this period, depending on when benefits are made available, full time employees 
are not eligible for any paid benefits, including vacation, sick and holiday pay. Syncing up 
when benefits start with paid benefits as mentioned above, allows consistency in 
administration of company sponsored benefits….  

Your first [thirty (30) / sixty (60) / ninety (90)] calendar days of employment at 
[Company] are considered an Introductory/Training Period.  

This Introductory/Training Period is a “getting acquainted” time for both you, as our 
employee, and [Company], as your employer. Think of it as an adaptation and 

adjustment period for the benefit of both the employee and the Company. This timeframe includes time 
for the employee to be eligible for company benefits.  

During this period, the employee will become acquainted with their work and the people with whom they 
will be working. In turn, the employee's supervisor will have the opportunity to view them on the job and 
to determine his or her qualifications as an employee.   
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During this Introductory/Training Period, [Company] will evaluate your suitability for employment, and 
you can evaluate [Company] as well. This Introductory/Training Period will be a time for getting to know 
your fellow employees, your [Manager] and the tasks involved in your job position, as well as becoming 
familiar with [Company]’s products and services. Your [Manager] will work closely with you to help you 
understand the needs and processes of your job. 

During the training period, full-time employees are not eligible for any paid benefits, including vacation, 
sick and holiday pay described in this Employee Policies Handbook unless otherwise required by law 

Initial Performance Review 

 This may be optional based on your company.  

 BEST PRACTICE: It’s easy to let 3 months or 6 months go by without a performance 
review. During this brief intro period, you want to make sure your new employee is doing 
what you want and is happy working for you. Put this policy in place and schedule the 
reviews for your own management sanity! If the employee does not measure up to your 
expectations prior to this review, let them go!  

 “Never carry someone longer than their mother did!” – Jay Shelov 

 Give your people the best chance to make it in your organization with an early “course 
correction” (if necessary) – better to have a great performance by the end of the Intro 
Period vs. trying to straighten them out then. 

 Attach a link to a simple performance review template that has options for 90-day, 
quarterly and/or annually...   See “HR Forms” folder. 

All new full-time and part-time employees will receive a written performance evaluation at the 
completion of the first [thirty (30) / sixty (60) / ninety (90)] calendar days of employment. A written 
performance evaluation should be reviewed with the employee no later than ten (10) workdays following 
the third month anniversary with [Company]. One copy of this written performance evaluation shall be 
given to the employee and one will be placed in the employee’s personnel file. If, upon evaluation, the 
individual is found to be unable or unwilling to meet the job requirements, employment may be 
terminated. 

Please understand, however, that completion of the Introductory/Training Period does not guarantee 
continued employment, as employment is always at-will. You are free to terminate your employment at 
any time, with or without reason, and [Company] may choose to terminate your employment at any time, 
with or without reason. 

At the end of the Introductory/Training Period, your [Manager] will discuss your job performance with  

A former employee who has been rehired after a separation from [Company] of more than one (1) year is 
considered an introductory employee during their first [thirty (30) / sixty (60) / ninety (90)] days 
following rehire. 

Anniversary Date 

The first day you report to work is your “official” anniversary date. Your anniversary date is used to 
compute various conditions and benefits described in this Employee Policies Handbook. 
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New Employee Orientation 

 The new employee orientation is critical for setting the tone of your company’s investment 
in employees. We suggest following a consistent new employee orientation program for 
introducing all new employees to your company. A productive orientation program should 
present the philosophy of your company, what your employees can expect from you and 
what you expect from them. 

 Please refer to the Manager’s Procedures Guide for more information. Also, please use 
the New Employee Orientation checklists, located in the Forms section, for tracking pre-
arrival and first day orientation activities. 

On your first day at work, you will be asked to complete employment paperwork. 
Depending on your department’s workload, your [manager] will introduce you to your co-
workers and office layout. Please feel free to ask your colleagues any questions not 
answered during your orientation. 

All offers of employment or reemployment will be contingent upon the applicant producing the proper 
documents to verify their identity and their right to work in the United States. These documents must be 
presented to the [HR Manager] within three days of the first day of work at [Company]. This applies to all 
full-time, part-time, and temporary employees, including rehired employees. 

All new employees at [Company] must complete the employee section of the Form I-9. This form 
must be completed in black ink. It will be the responsibility of the [HR Manager] to examine the new 
hire's documents to verify their authenticity. The [HR Manager] will complete the Employer Section of 
Form I-9; and, if applicable, include the expiration date of employment eligibility. The [HR Manager] 
will retain a copy of Form I-9 for the employee’s personnel file and include the name of the [HR 
Manager] who examined the new employee’s or re-hired employee's Form I-9 documents. In the event 
that a potential hire or a rehire cannot produce proper documentation as related to Form I-9, notation must 
be included on the employer section of Form I-9: “Documents Not Provided - Not Hired.”  

Temps & Contractors 

Temporary or contract employees should report to the [HR Manager] on their first day of work to comply 
with federal immigration laws and to complete the necessary paperwork. All new temporary or contract 
employees will be expected to attend an orientation session regarding the company's general standards of 
conduct, etc. 

Work Schedule 

Business Hours 

 Define the company workweek and the time allotted for your meal and break periods. This 
policy should be consistent with the Meal Period Policy discussed later in this section. 

 Consider offering alternative work arrangements such as telecommuting, flex time or job 
sharing. 

 Please see the Manager’s Procedures Guide for more information on flexible work 
arrangements. 

Our regular operating hours are from [8:00 a.m. to 5:00 p.m.] [weedays your company is 
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open, for instance, Monday through Friday]. The normal workweek consists of five (5) days, each eight 
(8) hours long, Monday through Friday. 

Your particular hours of work and the scheduling of your meal period will be determined and assigned by 
your [Manager]. Most employees are assigned to work a forty (40) hour workweek. You are required to 
take a [Consider 1 hour, 30 minutes, 45 minutes or any other flexible arrangement] lunch. Should you 
have any questions concerning your work schedule, please ask your [manager]. 

Each [Manager] is authorized to change the beginning and ending of daily working hours and/or the hour 
for lunch to meet special work requirements, handle emergencies, or better serve our customers and/or the 
public interest. [Company] can increase or decrease any employees hours, or change the employee’s 
scheduled starting or ending times, as the [Company] deems appropriate.  

Work schedules for temporary, seasonal, and part-time employees may be established on an individual 
basis and may vary from workweek to workweek. Your [Manager] may consider such factors as workload 

demands, amount and type of available funding, and employee skills when determining 
work schedules. 

NOTE - All employees may be required to work weekends and evenings from time to time 
depending upon need. 

Attendance 

Punctuality and regular attendance are essential to the efficient operation of the Company. [Company] 
would like you to be ready to work at the beginning of your assigned daily work hours, and to reasonably 
complete your projects by the end of your assigned work hours.  

Employees are expected to report to work as scheduled, on time and prepared to start work. You are also 
expected to remain at work for your entire work schedule, except for meal periods or when required to 
leave on authorized Company business. Late arrival, early departure or other absences from scheduled 
hours are disruptive and must be avoided and may result in disciplinary action. 

Please tell your [Manager] if you will be away from your work station for an extended period of time and 
when you expect to return. 

If you are unable to report to work, or if you will arrive late, please contact your [Manager] immediately.  

Lateness / Tardiness 

 “The late Mr./Ms. ______” Do you want to be called, “The late ___”? 

We hired you because we need your efforts to be successful. When you’re not here, you cannot contribute 
to our success, and the responsibility of your work is placed on other employees. If you must arrive to 
work late, please let your [Manager] know when you expect to arrive for work.  

Excessive tardiness is not conducive to your success or ours and will not be tolerated. Excessive 
reprimands for tardiness within twelve months may be cause for disciplinary action up to and including 
termination, unless mitigating circumstances apply.  

 Some employers want to define this very specifically; it is important to be certain that you 
have some flexibility with responding to specific employee situations which may have 
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mitigating circumstances, but at the same time assuring that you are approaching 
discipline for this problem consistently.  

Absences 

From time to time, it may be necessary for you to be absent from work. [Company] is aware that 
emergencies, illnesses, or pressing personal business that cannot be scheduled outside your work hours 
may arise. [Sick days / PTO / vacation / personal days] have been provided for this purpose. 

However, when an absence is unavoidable, you must notify your [Manager] or the [HR Manager] use as 
soon after starting time as possible 

 If you are unable to call in yourself because of an illness, emergency or for some other reason, please be 
sure to have someone call in for you. If you are unable to reach a manager, you should call the next level 
manager. If you must leave during regular hours, the supervisor should be notified as soon as possible. 

 Be consistent with the same entry in the Termination section of the Employment Policies 
section. 

If you know in advance that you will need to be absent, please request this time off directly from your 
[Manager].  

Absence from work for [three (3)] consecutive days without notifying your [Manager] or the [HR 
Manager] will be considered a voluntary resignation and will be cause for termination of employment. 

If you are absent because of an illness for three (3) or more successive days, your [Manager] may request 
that you submit written documentation from your doctor stating you are able to resume normal work 
duties before you will be allowed to return to work. If you are absent five (5) or more days because of an 
illness or injury, you could be eligible for the [your company’s short term disability program, for instance, 
the state or private carrier insurance] disability program. 

A consistent pattern of questionable absences can be considered excessive, and may be cause for concern. 
In addition, excessive lateness or leaving early without communicating to your [manager] will be 
considered a “lateness pattern” and may carry the same weight as an absence. Other factors, like the 
degree and reasons for the lateness, will be taken into consideration. However, please understand that 
[Company] needs you on the job and that your “reasons” are your responsibility to manage effectively to 
enable you to be on the job on time and with your full attention. 

Excessive excused absences will be considered on an individual basis. Your [Manager] will make a note 
of any absence or lateness, and their reasons, in your personnel file. Please be aware that excessive 
absences, lateness or leaving early may lead to disciplinary action, including possible dismissal. 

Note: Information on the types of leaves offered and their qualification criteria are included in the 
“Leaves” section of this Employee Policies Handbook. 

Breaks & Meal Periods 

 Breaks or rest periods must be paid for as time worked. They help promote employee 
efficiency and are primarily for the benefit of the employer. Such breaks are not required 
by the FLSA (Fair Labor Standards Act), but may be required under state law. 
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 Employers do not have to consider meal periods as paid working time if the employee is 
relieved of all duties and responsibilities. Generally, the meal period must be at least thirty 
(30) minutes long to be considered non-work time. It is a good idea to strongly encourage 
your employees to take their meal period away from their work-station.  

 State laws vary on this; some states allow up to five and one half (5-1/2) hours work 
without requiring a meal break. Check with your attorney and modify this policy as needed. 

 Breaks may not be combined with or added to meal periods, even at an employee’s 
request. Nor should they be used to allow an employee to come in late or leave early.  

 Reference – Click to Find Your State Labor Laws Here >> 

 We’ve provided some specifics for the states listed below – just delete the states that do 
not apply. 

 Federal - 

 Employers can give employees lunch and break periods if they choose to.  

 States such as California and Connecticut have established laws that include provisions 
for work breaks. But according to the U.S. Department of Labor, federal law does not 
require employers to give employees lunch or coffee breaks. Still, the federal government 
has imposed regulations to reasonably accommodate employees and to regulate 
situations in which the employer  chooses to give breaks.  

Read more: Federal Labor Laws on Lunch & Breaks 

 eHow.com http://www.ehow.com/list_6106923_federal-labor-laws-lunch-
breaks.html#ixzz2GCpOtCr8 

 California -  

 California Labor Code 227 states more stringent requirements around hours of work and 
the associated standards around rest periods and meal periods. For every 4 hours worked 
10 consecutive minutes of paid break should be provided and should occur as near as 
possible to the middle of the work period. A 30 minute meal period be provided for every 
work period of more than 5 hours. 

 In California a “Penalty Hour” exists for each workday an employer fails to provide an 
employee a rest period or meal period as required, the employee is owed one additional 
hour of pay at the employee’s regular rate. This penalty is also incurred if the meal period 
is not taken by the 5th hour of the work period. Your time sheet should include break 
boxes or each day worked in which the employee initials as documentation that a break 
was provided. 

 Hourly nonexempt employees in California are entitled to a 30-minute unpaid, 
uninterrupted break for lunch if they work over five hours per day. If an employee works 
less than six hours per day, that employee may voluntarily waive the lunch break. 
California labor law requires a 10-minute paid break for every four hours worked. If an 
employer  fails to provide the required breaks and lunch periods, an employee may 
recover one hour of wages per day that the breaks were not provided. 

 Exempt Employees 

 Generally, exempt employees do not fall under the break requirements. Exempt 
employees include salaried workers, such as engineers and managers or any other 
person defined as "exempt" under federal labor regulations. For exempt employees, 
breaks and lunch periods are negotiated between the employee and management directly.  
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 California state law does not mandate breaks for employees of this type. 

 Read more: California Labor Law for Breaks 

 http://www.ehow.com/about_6304363_california-labor-law-breaks.html#ixzz2GCjhxeZ3  

 Florida -  

 The U.S. Department of Labor does not have any regulations as to 30-minute lunch 
breaks, as they are not considered to be working time. An employer  is not required by 
law to pay for lunch breaks, and they are generally not paid for in all states, unless an 
employer decides otherwise. In the state of Florida, most employers do grant 30-minute 
lunch breaks for shifts that are 6 to 8 hours. 

Read more: Florida Labor Laws Regarding Breaks 

 http://www.ehow.com/about_5212101_florida-labor-laws-regarding-
breaks.html#ixzz2GCoL1qk1 

 Coffee and snack breaks are five to 20 minutes in length and are often taken while one is 
working, for example, when a worker has a snack while at his/her desk. In some cases, 
these breaks can interfere with one's hourly wages and may raise issues with an 
employer. For example, if an unpaid break of 15 minutes puts an individual into overtime 
for the work period, the employer cannot cut the time out and must pay the overtime 
wages the employee is entitled to according to federal labor law (U.S. Department of 
Labor). 

 In Florida, short breaks are generally allotted, in addition to a lunch break, to individuals 
who work at least an eight-hour day. Individuals who do not work a full shift, but work 
under six hours, are entitled to a paid break, but not a 30-minute unpaid beak according to 
Florida labor laws. 

 Read more: Florida Labor Laws Regarding Breaks 

 http://www.ehow.com/about_5212101_florida-labor-laws-regarding-
breaks.html#ixzz2GCoqwvsS Review of chapter 11 – Compensation 

 Illinois - 

 The FLSA does not require employers to provide their workers with lunch or coffee breaks. 
Employers, of course , are free to allow their employees lunch breaks or any type of short 
break. If employers do offer short breaks (up to 20 minutes), they must compensate 
employees for the time they spend on employer-approved breaks. In other words, the 
federal law doesn't require Illinois employers to allow their workers to take breaks. 
However, if they do, the law requires them to pay for the time. For example, if a worker 
makes $10 per hour and his employer allows him to take a 20-minute break, that worker 
must receive the full $10 for the hour even if he only worked 40 minutes and spent 20 
minutes on a break. Finally, the FLSA does not require that employers pay their 
employees for lunch breaks (typically, 30 minutes or more with no work performed). 

 Short Breaks 

 Illinois state labor laws do not require employers to provide their employees  with short 
breaks (usually five to 20 minutes). That means an Illinois employer can require her 
workers spend the entire shift doing work with no short breaks other than a lunch break. 

 Unlike the FLSA, Illinois state labor laws require employers to give a lunch break of at 
least 20 minutes to all employees who work a shift of 7.5 hours or more. The employer 
must provide the lunch break no later than five hours after the employee's shift starts. 
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Despite the fact that the FLSA does not require lunch breaks, Illinois employers must 
follow the stricter state rules 

 Read more: Illinois Labor Laws on Breaks 

 http://www.ehow.com/list_6617707_illinois-labor-laws-breaks.html#ixzz2GCjDmO00 

 Michigan - 

 Michigan state law has no requirements for mandatory meal breaks or lunches for workers 
over the age of 18. An employer may offer a meal break at his discretion, in which case 
the break period must be for at least 30 minutes. A meal break can never be considered 
work time in the state of Michigan. Labor unions, such as the United Auto Worker's  
Union, often work around this lack of mandatory break times by negotiating mandatory 
meal breaks as part of labor contracts. 

 Read more: Labor Laws for Michigan Regarding Breaks & Lunches | eHow.com 
http://www.ehow.com/list_6569970_labor-michigan-regarding-breaks-
lunches.html#ixzz2GCnMQLeH 

 New York - 

 Required Meal Periods for Daytime Shifts 

 The general rule under Section 162 is that if an employee works at least six hours, with 
his/her shift beginning before 11 a.m. until at least 2 p.m., then s/he is entitled to a lunch 
break of at least 30 minutes between 11 a.m. and 2 p.m. However, Section 162 expands 
this rule to workers employed  in factories. If an employee works in or in connection with a 
factory, then the employer is required to provide at least a one-hour lunch break. 
Additionally, if an employee's shift starts before 11 a.m. and continues after 7 p.m., then 
s/he is entitled to an additional 20-minute meal period between 5 p.m. and 7 p.m. 

 Required Meal Periods for Afternoon and Night Shifts 

 Section 162 draws a distinction between workers who begin their shifts during the day and 
workers who begin their shifts in the afternoon, evening, or early morning. If an employee 
begins a shift between 1 p.m. and 6 a.m., s/he will be entitled to a one-hour lunch break if 
s/he works in a factory, or 45 minutes if s/he does not work in a factory. Section 162 does 
not specify the time in which the lunch break must occur, but does say that it should be in 
the middle of the shift. 

 Read more: The New York Department of Labor Laws on Breaks & Lunches | eHow.com 
http://www.ehow.com/info_8276798_new-labor-laws-breaks-lunches.html#ixzz2GCluYXIM 

 Unlike other states, the New York labor law does not require employers to offer breaks, 
such as coffee or smoking breaks, beyond the mandatory meal breaks as described 
above. Therefore, an employer who does not offer any breaks outside of a lunch break is 
not in violation of any provision of the New York labor law. However, the New York 
Department of Labor does state that if employers offer these types of breaks voluntarily, 
then those breaks should be paid as if the employee was working. 

 Shorter Lunch Periods Allowed 

 The New York Department of Labor has also developed guidelines that allow for a shorter 
meal period in some situations. For example, the Department of Labor allows employers to 
shorten meal periods to 30 minutes, without applying for a permit, providing that there is 
no indication of any employee hardship. Additionally, the Department of Labor allows 
employers to apply for a permit that allows them to offer 20-minute lunch periods. The 
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permit is issued only in unusual cases, and the Department of Labor will conduct an 
investigation prior to issuing the permit, which can be revoked at any time. 

 One Employee Shifts 

 The Department of Labor also has addressed situations in which there is only one 
employee on duty during a lunch period. In this case, the employee can voluntarily 
consent to eat on the job. However, an employee is not required to consent to this 
arrangement, and an uninterrupted lunch break must be given when employees  request 
them. 

 Read more: The New York Department of Labor Laws on Breaks & Lunches | eHow.com 
http://www.ehow.com/info_8276798_new-labor-laws-breaks-
lunches.html#ixzz2GCmQsBVV 

 Texas - 

 Texas does not require employers to provide short rest breaks to workers. Texas is not 
one of the eight states listed by the U.S. Department of Labor as requiring such breaks. 
The Texas Workforce Commission  does not include breaks under the "Employee Rights 
and Laws" section of its website. 
Read more: Texas Labor Laws Concerning Lunches & Breaks | eHow.com 
http://www.ehow.com/about_6673560_texas-laws-concerning-lunches-
breaks.html#ixzz2GCkrA3pj 

 Texas does not mandate that employers provide workers with lunch periods. As of 2010, 
Texas is not one of the 19 states listed by the U.S. Department of Labor as requiring 
unpaid meal periods. Also, the Texas Workforce  Commission does not list lunch periods 
under the "Employee Rights and Laws" section of its website. 

 Read more: Texas Labor Laws Concerning Lunches & Breaks | eHow.com 
http://www.ehow.com/about_6673560_texas-laws-concerning-lunches-
breaks.html#ixzz2GCl4wKsb 

 Washington - 

 Washington State employers must provide workers age 16 or older with an uninterrupted 
lunch break -- which may be unpaid -- that lasts for a minimum of 30 minutes if they work 
five hours or more in a day. In addition, employees must receive a 10-minute rest period 
paid by the employer for every four hours that they work. Fourteen and 15-year-old 
workers must receive a 30-minute lunch period for every four hours worked in addition to a 
10-minute paid rest period every two hours. 

 Read more: State of Washington Labor Law | eHow.com 
http://www.ehow.com/info_8185460_state-washington-labor-law.html#ixzz2GCnm3KWF   

 OK, Here’s where you complete this section!  

 You may want to simply copy and paste the above state law abstract into place. 

 Or, simply edit the paragraph below to comply with your state laws. 

 Better to be a bit generous here and err on the side of generosity. 

Hourly nonexempt employees are entitled to a 60-minute unpaid, uninterrupted break 
for lunch if you work over five hours per day. If an employee works less than six hours 
per day, that employee may voluntarily waive the lunch break. [Company] also 
provides a 15-minute paid break for every four hours worked.  
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If you work in a department where breaks are not directly assigned, please coordinate with your co-
workers to maintain adequate coverage at all times. 

[Manager]s are authorized to control and set the time for breaks so they are scheduled in a manner that 
maintains the smooth flow of department business and in compliance with state laws 

Employees cannot forego breaks in order to take a longer lunch or to leave work early. 

Breaks cannot be used in setting flex-time hours or accumulated for taking extra time off from work. 

Meal Room Facility 

For your convenience and comfort, [Company] provides a [cafeteria / meal room]. This area is for 
everyone’s use. It is your responsibility to do your share in keeping this facility clean and sanitary. 

 Please select one (1) of the following two (2) options. 

Please remember to use containers with reliable seals and label your food with your name and date. Food 
stored in the refrigerator for a period of more than [enter the number of days allowed for food storage] 
days will be disposed of. 

 -- OR -- 

The refrigerator is cleaned out every [for example, every Friday]. 

Low-Need Time 

 If included, make this very brief.  It does not take performance into account. Sounds very 
union oriented and could result in loss of benefits if below full time status. 

 The purpose of this policy is to provide procedures for a temporary reduction of work 
hours. 

In the event that scheduled staff exceeds staffing needs, your [Manager] may need to temporarily reduce 
your working hours. This temporary reductions in hours (low-need time) will be utilized in blocks of one 
hour or more on the basis of seniority. Low-need time is non-paid time and will not result in the loss of 
benefits. 

If the [Manager] knows far enough in advance of the need to reduce staff, or the reduction involves a shift 
currently working, the manager will first request volunteers. If there are no volunteers or volunteering is 
not possible, the [Manager] will assign low need time on a seniority basis – within the same job 
classification unless specific skills are required. The lowest seniority person scheduled on a shift will be 
required to take the low-need hours. If more low need hours are necessary, the hours will be given to the 
next lowest seniority person scheduled for that shift.  

Low need time can also be used for shifts currently working if staffing requirements decrease during the 
shift. Low need time in this situation will also be assigned on the basis of seniority.  

Prior to assignment of low-need time, the [Manager] may explore the possibility of shifting the employee 
to another area in which the employee is suitably qualified.  

Employees who are assigned low-need time prior to the start of a shift will be given a minimum of two 
hours’ notice. If a minimum of two hours is not provided, then the employee will be paid the difference 
between two hours and the actual notice given.  
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Employees who have reported for a shift, and are assigned low need time, will be paid a minimum of two 
hours or for the time actually worked, whichever is greater.   

Severe Weather & Emergency Conditions 

 This is more of a company internal policy/preference, but is not employment law. This is 
great for the employee, but not so much for the employer…  

In the event of severe weather conditions or other emergencies, the President or your 
[Manager] may decide to close [Company] for the remainder of the day. As such, you will 
be notified as soon as possible by your [Manager]. No loss of pay will occur as a result of 
early dismissal for this reason. Likewise, if you report to work and find that [Company] is 
unexpectedly closed due to an emergency, no loss of pay will occur. 

If your [Manager] asks that you remain at work to complete assigned work duties after [Company] has 
closed because of severe weather conditions or another emergency, you will be paid at [regular time / 
time and one half / double time] for the remaining hours that you work beyond the announced closing 
time. 

Any employee who was on a previously approved leave day during a declared emergency, shall not be 
charged leave for the emergency period. 
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CCoommppeennssaattiioonn  
 

 An integrated total compensation philosophy is the framework for an effective 
compensation program. Compensation is a critical vehicle to be aligned with your 
company’s strategic goals and objectives. Before developing your compensation 
philosophy, you might begin with your company’s mission, business strategy and plans, 
and organization design and structure. 

The objective of [Company]’s compensation philosophy is to attract good employees, meet the needs of 
all current employees and encourage well-performing employees to stay with our organization. With this 
in mind, our compensation program is built to balance both employee and [Company] needs. 

 This philosophy will also outline how your company will address such issues as the 
relationship of performance to pay, the role of incentive pay and stock options, and pay 
practices relative to market (defined as external equity or comparison of the company’s 
pay structure to that of its competitors). 

 All employers, regardless of industry or size, have similar objectives in their compensation 
programs. These usually include attracting, retaining, and motivating qualified employees. 

Payroll Contact 

The [HR Manager] is available to assist you with any questions you may have regarding wages, 
paychecks, etc.  

 In small companies, the payroll contact is often the personnel/HR contact as well, but it is 
important that employees know where to go to get their questions answered. 

Wage & Salary Policies  

Compensation Philosophy 

It is [Company]’s desire to pay all employees’ wages and salaries that are consistent 
with job performance and comparable rates competitive with other employers for 
similar work in the marketplace in a way that will be fair and equitable.  

As a result, we frequently assess outside sources and competitors for external equity, as 
well as reviewing job classifications within the organization to be sure that positions of similar 
responsibility, and individuals of comparative experience, tenure and performance are correspondingly 
compensated.  

[Company] applies the same principles of fairness to all employees, regardless of organizational level, 
race, color, citizenship status, national origin, ancestry, gender, sexual orientation, age, religion, creed, 
physical or mental disability, marital status, veteran status, political affiliation, or any other factor 
protected by law.  
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Compensation may vary with individual and company performance and in compliance with all applicable 
statutory requirements. 

Basis for Determining Pay 

 Please use the Job Description Form, located in the Forms folder, for creating job 
descriptions for each employee. 

 The scope of an employees job duties can change depending on business needs and that 
the supervisor along with the management team should consider reviewing the job 
description annually or as needed.  

Several factors may influence your rate of pay. Some of the items [Company] considers are the nature and 
scope of your job, what other employers pay their employees for comparable jobs (external equity), what 
[Company] pays their employees in comparable positions (internal equity), and individual as well as 
[Company] performance. It is [Company]’s goal to have a current Job Description on hand which broadly 
defines your job responsibilities. 

Wages 

 Click here to look up your state’s minimum wage: 
http://www.minimum-wage.org/wage-by-state.asp 

Wages include all compensation you receive for services performed. This may be in cash or in other 
forms and includes: 

 Salaries 

 Paid time off allowances 

 Bonuses, if applicable 

 Commissions, if applicable  

 

All of your earnings are paid through the [Company] payroll system and are subject to federal, state, and 
local taxes. Where federal, state, and local tax regulations require reporting of wages, the Company will 
adhere to these requirements. 

Computing Pay 

[Company] will compute your time on the basis of [an eight (8) hour workday / a forty (40) hour work 
week / a fifty-two (52) week work year / a twelve (12) month work year]. 

Time Records 

 Rules should prohibit employees from recording another person’s time, causing another 
employee to record time for her/him, or failing to record her/his time. They should also 
forbid signing in too soon or out too late without authorization. “Falsifying” time cards is 
considered theft of time and could be considered cause for dismissal. We recommend that 
all Time Records be authorized by supervisors before submitting them to your payroll 
department or service. 

By law, we are obligated to keep accurate records of the time worked by employees. This is done by [time 
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sheets / clock cards / other written documentation]. 

You are responsible for accurately recording your time. No one may record hours worked on another’s 
timecard or timesheet. Tampering with another’s time record is cause for disciplinary action, up to and 
including possible termination, of both employees. In the event of an error in recording your time, please 
report the matter to your [Manager] immediately. 

Payroll Deductions 

 Mandatory deductions include federal, state and local income tax withholdings, certain 
state disability deductions, authorized deductions for health/life insurance, and tax 
deferrals. 

Mandatory deductions from paychecks are made in accordance with state and federal regulations. The 
Company will only withhold other deductions when authorized in writing by you, by a court order, or by 
the IRS. 

[Company] is required by law to make certain deductions from your paychecks. Among these are your 
federal, state and local income taxes and your contribution to Social Security as required by law. These 
deductions will be itemized on your paycheck stub. The amount of the deductions will depend upon your 
earnings and on the number of exemptions you claim your W-4 form. If you wish to modify this number, 
please request a new W-4 form from your [Manager] immediately. Only you may modify your W-4 form. 
Verbal or written instructions are not sufficient to modify withholding allowances. We advise you to 
check your pay stub to ensure that it reflects the proper number of withholdings. 

The W-2 form you receive annually reflects how much of your earnings were deducted for these 
purposes. 

Any other mandatory deductions to be made from your paycheck, such as court-ordered 
garnishments, will be explained whenever [Company] is ordered to make such deductions. 

Note: Please see “Wage Garnishments” later in this section for further information. 

Paycheck Distribution 

 Describe the method(s) of paycheck distribution applicable for your company. 

Paychecks either in paper or digital form will be distributed on a [weekly, biweekly] basis.  

Automatic Direct Deposit  

 If you have direct deposit capability, include the following policy. 

[Company]’s method of payroll is by automatic deposit. Direct payroll deposit is the 
automatic deposit of your pay into the financial institution account(s) of your choice. All 
financial institutions that are members of the Automated Clearing House Association are 
eligible for this service.  

 If you don’t have direct deposit, we highly recommend implementing this. It is easier on 
both the employees and the employer, and generally saves you money. 

Automatic deposit is efficient, and [Company] feels the employee’s time is valuable. [Company] is 
confident employees will enjoy the convenience of automatic payroll deposit. You may elect to 
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have your pay deposited directly into a specified bank account—either their checking or savings 
account, or a little in both, if you prefer. 
 
In addition, it may be possible for you to authorize [Company] to make additional deductions from your 
paycheck, such as for Christmas Clubs, credit union loan payments, or payroll savings plans. Please 
contact your [Manager] for details and the necessary authorization forms. 

 Check with your payroll processor or bank for the time frame that is applicable. Always 
under-promise, leave yourself some leeway in the event that there is some glitch in the 
system. Most banks will tell you that they will only guarantee that the deposit will be in the 
account 48 hours after processing, but in practice, most of them are available within 24 
hours.  

The accounts of all employees must go through what is called a “pre-note” process before auto 
deposit takes effect. During a pre-note process, your bank and [Company] works together to ensure 
accuracy of all account numbers by comparing information. This process will mean a loss of 
automatic deposit for one pay period, thereby requiring that their paycheck be mailed to your home. 
In the following pay period, the paycheck will be directly deposited into the employee's bank 
account.  

In addition, if you should ever change bank accounts, account numbers, name or social security 
number, you must contact their [Company] branch office, as these changes will also cause the 
pre-note process to occur. 
 The employee's paycheck stub, with all payroll information, will be mailed out each payday 

to the employee's home (or other [Company] approved location) two days prior to the pay 

date.  

 Semi-monthly pay dates are the 15th and the last day of each month. Should those dates 

fall on a Saturday or Sunday, the employee will be paid on the previous Friday.  

 Bi-weekly pay dates are every two weeks with Friday being the pay date.  

 Weekly pay dates are every Friday. Paychecks will be mailed on Wednesday to the last 

known address.  

Error in Pay 

Every effort is made to avoid errors in your paycheck. If you believe an error has been made, tell your 
[Manager] immediately. He/she will take the necessary steps to research the problem and to assure that 
any necessary correction is made promptly. 

Pay Period & Hours 

 State when your workweek starts and ends - indicate the cut-off time for each pay period. 

 This aspect is already defined by the way you set up your payroll in the beginning, but it is 
always good to clarify so that the definition of when the ’40 hours’ used for calculating 
overtime starts and ends is clear. 

For payroll purposes and calculation of overtime, a workweek begins on [ Sunday at 12:01 a.m. and ends 
Saturday at 12:00 a.m.] Non-exempt employees must submit a completed and approved time sheet to the 
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Payroll Department by [Tuesday] before payday. 

 We have provided three (3) sample pay cycle policies for you to consider. Choose the 
sample that best suits your company’s needs, and modify the text as necessary. 

 Bi-weekly is one of the most common and easiest to administer. 

Bi-Weekly Pay Cycle 

Payday is normally on every other [specify pay date - for example, Friday] for services performed during 
[specify the pay cycle - for example, the two (2) week period ending the previous Saturday at 12:00 
midnight]. The bi-weekly pay schedule is made up of twenty-six (26) pay periods per year. 

 ~ OR ~ 

Weekly Pay Cycle 

Payday is normally on [specify pay date - for example, Friday] for services performed during [specify the 
pay cycle - for example, the one (1) week period ending the previous Saturday at 12:00 midnight]. The 
weekly pay schedule is made up of fifty-two (52) pay periods per year. 

 ~ OR ~ 

 You may find this schedule easiest if all of your employees are salaried on a monthly 
basis. 

Semi-Monthly Pay Cycle 

Payday is normally on [specify the pay dates for each month - for example, the 5th and the 20th] of every 
month for services performed during [specify the pay cycle - for example, the period ending five (5) days 
previously for the end of the prior calendar month and the 15th of the month respectively]. The semi-
monthly pay schedule is made up of twenty-four (24) pay periods per year. 

Your paycheck stub will outline total earnings to date, mandatory deductions required by federal and state 
laws, and any voluntary deductions which you have authorized. 

Changes will be made and announced in advance whenever [Company] holidays or closings interfere with 
the normal pay schedule. 

Time Reporting 
Non-exempt employees are required to maintain weekly time reports. It is your responsibility to 
accurately record daily starting and ending times, lunch periods and any time other than scheduled breaks. 

Employees classified as “exempt” submit time reports only to reflect used paid time off, sick or 
bereavement leave, or time off work without pay.  

 How do they report their hours? Complete timesheets? Time clock? Electronically via 
computer or website? If you have time clocks or an electronic time keeping system, you 
will want to determine and clearly state if exempt employees must use this. If, for instance, 
you bill clients for specific time spent by employees, you may want to consider having 
everybody report time. 
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Timesheets / Timecards  

A timesheet or timecard will be kept by each employee to show actual hours worked. 
Employees' timesheets/cards must be signed by each employee and their appropriate 
supervisor. They may not be altered except when initialed by both employee and 
supervisor. Falsification or collusion to falsify a timesheet/card is a basis for dismissal.  

Non-Exempt employee's requesting to make-up time should submit a “Make-Up Time Request Form” to 
their supervisor for each request. If make-up time is approved, the form should be attached to the-
employee’s timesheet/card for appropriate payroll processing and record keeping. The "Make-Up" hours 
should be recorded on the timesheet/card.  

Hours will be faxed or emailed into [Company] for preparation of payroll. (See [Company] Payroll 
Schedules.)  

For salaried exempt and non-exempt employees paid on a semi-monthly basis, the pay periods are the 
first through the fifteenth of the month, and the sixteenth through the end of the month. Nonexempt 
hourly employees follow the dates on the semi-monthly pay schedule provided to each employee and 
office location.  

Bi-weekly pay dates are every two weeks with Friday being the pay date. (See Bi-Weekly Payroll 
Schedule.)  

Weekly pay dates are every Friday.   

If an employee is planning on being out of the office, or is absent due to illness, please arrange for a 
fellow employee or the office manager to turn in the timesheet. Late timesheets could delay the 
employee's paycheck. Keeping the time sheet up-to-date and turning it in on time is your responsibility.  

(This policy may not apply to those employee's in special work fields, or to those who are covered by an 
alternative work schedule. Please check with the [Company] office if there is a question on an employee’s 
status. 

Paychecks /deposits may be delayed if the timesheet/card is not received, is incomplete, unsigned, or the 
information is incorrect as these problems interfere with calculating the amount due to you.  

Overtime 

 Under the Fair Labor Standards Act (FLSA), the majority of employees in America must be 
paid at least minimum wage for regular work hours, and should receive overtime pay for 
hours in excess of forty. Each state has a department of labor wage and hour division, 
which sets the state's wage and labor laws.  

 Click here to see minimum wage laws by state: http://www.minimum-
wage.org/minwage/overtime/ 

 This policy applies to “non-exempt” employees only. The general rule under the FLSA is 
that all covered employees must be paid one and one-half (1 1/2) times their regular rate 
of pay for all hours worked in excess of forty (40) in a one-week period. 

 Overtime pay for work in excess of eight (8) hours per day is only required in certain 
states. Check with your attorney on state and local laws regarding overtime and modify 
this policy accordingly. 
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 You may have the option of offering a four- (4) day, ten- (10) hour per day workweek 
without paying overtime. Again, check with your attorney on state and local laws and 
modify this policy accordingly. 

 You may not have to include hours not worked in computing eligibility for overtime pay (for 
instance, sick days and holidays). 

From time to time, non-exempt employees, either salaried or hourly, may be required to work overtime. 
Overtime will be paid to non-exempt employees in accordance with state and federal wage and hour laws 
as follows: 

All overtime must be approved in advance by your [Manager]. 
 Certain states overtime requirements are listed below – Delete the states that do not 

apply. If shown in black text under your state heading, add your state text to the paragraph 
starting under Washington below. 

 STATE OVERTIME LAWS:  

 California - 

 Eight-hour workday;  

 Overtime over 8 hours a day, 40 hours a week, and the first 8 hours on the 7th day at time 
and a half; 

 Overtime in excess of 12 hours a day and time over 8 hours on the 7th day at double time;  

 Additional state labor laws in California also entitle any employee who works for more then 
8 hours in a single day to be paid at least one and a half times their normal rate for all 
hours worked over the overtime limit. 

Eight hours of labor constitutes a day's work. Any work in excess of eight hours in one workday and any 
work in excess of 40 hours in any one workweek and the first eight hours worked on the seventh day of 
work in any one workweek shall be compensated at the rate of no less than one and one-half times your 
regular rate of pay.  

Any work in excess of 12 hours in one day shall be compensated at the rate of no less than twice the 
regular rate of pay for an employee. In addition, any work in excess of eight hours on any seventh day of 
a workweek shall be compensated at the rate of no less than twice the regular rate of pay of an employee. 

 Nothing in this section requires an employer to combine more than one rate of overtime 
compensation in order to calculate the amount to be paid to an employee for any hour of 
overtime work. 

 California's overtime minimum wage is $12.00 per hour, one and a half times the 
regular California minimum wage of $8.00. If you earn more then the California minimum 
wage rate, you are entitled to at least 1.5 times your regular hourly wage for all overtime 
worked.  
 

 Florida - Florida follows the overtime rules set forth by the FLSA, with one exception.  

Ten hours of labor are be a legal day's work, and when any person employed to perform manual labor of 
any kind by the day, week, month or year renders 10 hours of labor, he or she shall be considered to have 
performed a legal day's work, unless a written contract has been signed by the person so employed and 
the employer, requiring a less or greater number of hours of labor to be performed daily. Unless such 
written contract has been made, you shall be entitled to at least 1.5 times your regular hourly wage for all 
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overtime worked over 40 hours.  

 Illinois - Except as otherwise provided in this section, employees for a workweek of more 
than 40 hours unless such employee receives compensation for his employment in excess 
of the hours above specified at a rate not less than 1 1/2 times the regular rate at which he 
is employed. 

 Illinois' overtime minimum wage is $12.38 per hour, one and a half times the 
regular Illinois minimum wage of $8.25. If you earn more then the Illinois minimum wage 
rate, you are entitled to at least 1.5 times your regular hourly wage for all overtime worked. 
 

 Michigan - Except as otherwise provided in the section, an employee shall receive 
compensation at not less than 1-1/2 times the regular rate at which the employee is 
employed for employment in a workweek in excess of 40 hours. 

 Michigan's overtime minimum wage is $11.10 per hour, one and a half times the 
regular Michigan minimum wage of $7.40. If you earn more then the Michigan minimum 
wage rate, you are entitled to at least 1.5 times your regular hourly wage for all overtime 
worked.  
 

 New York - 

An employee, employed by a contractor, who works more than eight hours in any one day or more than 
forty hours in any workweek shall be paid wages for such overtime at a rate not less than one-and-one-
half (1.5) times his prevailing basic cash hourly rate. 

 New York's overtime minimum wage is $10.88 per hour, one and a half times the 
regular New York minimum wage of $7.25. If you earn more then the New York minimum 
wage rate, you are entitled to at least 1.5 times your regular hourly wage for all overtime 
worked.  

 Texas - While some states have daily overtime limit which entitles any employee who 
works for more than a certain number of hours in a single day to be paid overtime, Texas 
does not have a daily overtime limit.  

 Texas's overtime minimum wage is $10.88 per hour, one and a half times the 
regular Texas minimum wage of $7.25.  

 Washington - Except as otherwise provided in this section, no employer shall employ any 
of his employees for a work week longer than forty hours unless such employee receives 
compensation for his employment in excess of the hours above specified at a rate not less 
than one and one-half times the regular rate at which s/he is employed. 

 Washington's overtime minimum wage is $13.56 per hour, one and a half times the 
regular Washington minimum wage of $9.32. If you earn more then the Washington 
minimum wage rate, you are entitled to at least 1.5 times your regular hourly wage for all 
overtime worked. 

Hourly employees are entitled you are entitled to at least 1.5 times your regular hourly wage for all 
approved hours worked over a total of forty (40) hours in a single work week (defined as any seven 
consecutive work days by the Fair Labor Standards Act). 

(Holidays, paid time off days, bereavement leave, jury duty, etc. are not counted toward hours worked). 

If, during that week, you were away from the job because of a job-related injury, paid holiday, jury duty, 
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vacation day, or paid sick time, those hours not worked [will / will not] be counted as hours worked for 
the purpose of computing eligibility for overtime pay. 

Please note if you are a non-exempt employee on an approved flexible work arrangement, overtime hours 
will be computed only on those hours worked in excess of a forty- (40) hour workweek or eight hours per 
day depending in accordance with state laws.  

Flex Time 

Employees may request a flexible schedule. Since the use of flexible hours may not be compatible with 
all work operations, flextime must be approved in advance by the supervisor or manager. In addition, the 
supervisor or manager is authorized to temporarily change the flextime schedule as necessary to 
accommodate special work requirements. All work units should ensure that offices serving the public are 
adequately staffed between 8:00 a.m. and 5:00 p.m. Flextime does not change the standard workweek. 
Flextime schedules must be established in writing. 

On-Call Pay 

 For those employees who have arrangements with the company to be paged or called 
when needed at work, particularly over weekends and during non-work hours, “on call” 
compensation may have to be considered. Recently, questions have arisen due to the 
increased use of beepers and cellular phones used to notify employees to return or report 
to work during their off hours. If employees are required to wear a beeper but are not 
limited in conducting personal business, this “on call” time is probably not required to be 
paid. However, if an employee is limited in the geographical radius in which he/she can 
move, then they probably need to be compensated. In other words, the greater the 
restrictions, the more likely the “on call” time is required to be paid. 

 State law may specify minimum call-in/call-back times (the amount of time in which the 
employee must respond to a page or call). In some states, if you call an employee back to 
work, a minimum of four (4) hours of pay is required. Actual time worked may be less, and 
overtime rates may apply. Check with your attorney on your state and local laws regarding 
this and modify this policy accordingly. 

Occasionally, your department may ask you to return to work after you have left the premises for the day, 
or you may even be asked to work on weekends or holidays. If this occurs, you will be guaranteed a 
minimum of [enter the minimum number of hours the employee will be paid] hours of pay, or the actual 
time worked, whichever is greater. On-call hours will be paid at [one and one-half times your base rate / 
regular time].  

Shift Premium 

 Utilize the following policy only if your company has second or third shift operations. 

 Depending on the industry, state law, or union influence, the rate of pay may or may not 
vary by shift. 

 Paying a “shift premium” is not part of base pay and therefore isn’t paid if the employee’s 
shift changes to a normal shift. 

[Company] assigns certain employees to work on a second or third shift operation. These people may be 
paid an additional amount over and above the regular rate of pay for that job as a shift premium. 
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Travel Time 

Time spent traveling on [Company] business, in excess of one (1) hour, may be included in regular hours 
worked after deducting the comparable time for travel to and from home and regular place of 
employment. Personal autos used for business will be reimbursed at the prevailing IRS mileage 
allowance. The mileage reimbursement rate covers all vehicle expenses including gas, insurance, and 
depreciation. It is important that you consider company time when traveling to job sites and vendors, so 
that any personal errands you might complete do not impact your effectiveness in meeting your company 
responsibilities. 

Working on Company Holidays 

 Consider the rate at which you wish to pay employees for working on a company holiday. 
Normally companies will pay at least overtime pay, as defined above, for work performed 
on a holiday. 

Full-time “non-exempt,” those employees who are eligible for overtime pay in accordance with the Fair 
Labor Standards Act, employees who work on a company holiday are considered to have worked 
overtime on that day and will be paid [overtime / double-time / regular pay plus overtime] for hours 

worked, regardless of the number of hours worked during that same work week. 

Note: Please see the Holiday Policy in the section titled “Paid Leaves” of this Employee 
Policies Handbook for further information. 

Make-Up Time Policy   

 This is a policy you may NOT want to implement because it may create more 
complications than its worth. Nevertheless, if it’s something you want to do, here’s an 
example what to say  (Our HR expert says she has never included this in a manual, snd 
recommends removing it.] 

 You may want to allow the use of make-up time when non-exempt employees need time 
off to tend to personal obligations. It may not be possible to honor all such requests.  

Employees may take time off and then make-up the time later in the same workweek, 
or may work extra hours earlier in the workweek to make-up for time that will be 
taken off later in the workweek. Make-up time worked will not be paid at an 
overtime rate, even if it is worked in that week.  

Make-up time requests must be submitted in writing to the employee's supervisor using the [Company] 
“Make-Up Request Form” with the employee’s signature on the form prior to working the extra hours. 
Requests will be considered for approval based on the legitimate business needs of the company at the 
time the request is submitted. A separate written request is required for each occasion the employee 
requests make-up time.  

If the employee requests time-off that they will make-up later in the week, they must submit their request 
at least 24 hours before the desired time-off. If the employee asks to work make-up time in advance in 
order to take time-off later in the week, they must submit their request at least 24 hours before working 
the make-up time. The employee’s make-up time request must be approved in writing before they take the 
requested time-off or work make-up time, whichever is first.  
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All make-up time must be worked in the same workweek as the time taken off. The company’s seven day 
workweek is [Monday through Sunday] 

If the employee takes time-off and is unable to work the scheduled make-up time for any reason, the 
hours missed normally will be unpaid. However, the employee's supervisor may arrange with the 
employee another day to make-up the time, if possible, based on scheduling needs. If they work make-up 
time before they plan to take off, they must take that time-off, even if they no longer need the time off for 
any reason. Please refer the “Make-up Time Request Form.” 

An employee's use of make-up time is completely voluntary. The company does not encourage, 
discourage or solicit the use of make-up time.  

Compensatory Time Off   

 THIS IS NO LONGER LEGAL IN CALIFORNIA!!!!! 

 Consider one of the following optional policies, as employers are not required to offer 
comp-time in lieu of overtime. If you wish to have this policy apply only to non-exempt 
employees versus all employees, please specify accordingly. 

[Company] does not offer compensatory time off, (“comp time”), to any [Company] employee in lieu of 
overtime pay for overtime hours worked. 

 ~ OR ~ 

Non-Exempt (or Hourly) Employees  

 You may be thinking this, but this is not allowed by law 

If you are a non-exempt employee, you may take compensatory time off in lieu of overtime pay if agreed 
to in writing before the overtime is worked. The compensatory time is earned at the same rate as overtime 
pay. Any compensatory time must be used within the pay period it is earned.  

Exempt Employees 

If you are an exempt employee who is required by your supervisor to work continuous, extensive extra 
hours, you may, at the discretion of your manager, take compensatory time off work. You are not entitled 
to receive compensatory time off on an “hour for hour” basis, nor are you entitled to any extra pay in lieu 
of comp time. Under the FLSA rules, exempt employees who work beyond forty hours or whatever their 
“regular week” is deemed to be may be given compensatory time, although there is no legal requirement 
to do so 

 Federal law limits compensatory time accrual to 240 hours. Supervisors or managers may 
establish accrual limits less than 240 hours. Each supervisor or manager may, at his/her 
discretion, permit or require an employee to take compensatory time off at specific times in 
order to have the least impact on operations. [Company] gives employees the option of 
receiving compensatory time off (“comp time”) instead of overtime pay for overtime hours 
worked. Comp time instead of overtime pay will be allowed if the time off is taken in the 
same pay period the overtime is worked. Accrued compensatory time must be taken 
before vacation leave can be used, provided this does not cause the employee to lose 
vacation due to state maximum accruals. Accrued compensatory time must be exhausted 
before a leave without pay begins. All comp time off must be given at the rate of one and 
one-half (1.5) hours for each hour of overtime worked. Comp time scheduling will be done 
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on a prior approval basis, and will be scheduled to meet both the needs of the employee 
and [Company]. 

Payroll Advances 

 Most companies do not allow this -- for many good reasons… You may want to 
remove this section, but if you must, here’s what you can say: 

 FYI, payroll advances are considered a loan and the employer has no legal recourse to 
collect the money if the employee does not fulfill the hours of work needed to cover the 
advance. You may not deduct any amounts due from their final paycheck if terminated. 
(Ask you attorney to be sure for CA. 

 Should you decide to allow a payroll advance, repayment terms should be clearly 
established and discussed and put in writing prior to the loan and so stated on the “Check 
Request” form. Also, take a look at the “Payroll Deduction Authorization” form/agreement. 

In emergency situations, [Company] may grant you an advance on your next payroll. Please see your 
[Manager] for further instructions. You will be required to sign a binding Promissory Note to [Company]. 

Wage Garnishments 

 A wage garnishment involves a court order to attach the employee’s earnings in order to 
pay off a debt which the employee has incurred. In some states, a wage garnishment is 
known as a “wage attachment” or “income execution." 

 The federal Wage Garnishment Law limits the amount of disposable earnings (calculated 
by subtracting all deductions required by law from an employee’s gross earnings) that can 
be garnished by creditors. Garnishments cannot exceed the lesser of 25 percent of 
disposable pay, or the amount by which disposable pay for the week exceeds thirty (30) 
times the federal minimum wage. 

 Based on the Consumer Credit Protection Act (Title III), no employer may discharge any 
employee because his/her earnings have been subjected to garnishment for any one 
garnishment. 

 States establish different standards regarding the number of garnishments that may be 
filed. Check with your state labor department or judicial administrator’s office for more 
information. 

[Company] must adhere to legally imposed wage assignments and garnishments and will not modify the 
terms of those legal arrangements unless ordered to by a court. We hope you will manage your financial 
affairs so that we will not be obligated to execute any court-ordered wage garnishments. However, when 
court-ordered deductions are to be taken from your paycheck, you will be notified. 

[Company] acts in accordance with the federal Consumer Credit Protection Act, which places restrictions 
on the total amount that may be garnished from your paycheck. [Company] will deduct nominal 

administrative costs allowed by statute of complying with wage assignment and garnishment 
orders. 

Note: Please see the Mandatory Deductions from Paycheck Policy earlier in this section for 
further information. 
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Temporary Employees 

A temporary or contract employees will be hired for a specified project or time frame.  Those employees 
in a non-exempt, temporary position will be paid by the hour. A temporary employee in an exempt 
position will be paid according to the terms of hire for that individual. [Company] does not provide 
additional compensation or benefits to temporary employees. 

Temporary or contract employees are not eligible to accrue vacation or personal time and are not eligible 
to receive regular employee benefits. A temporary or contract employee working beyond 40 hours in one 
workweek [Monday through Sunday] will be compensated at time-and-one-half of his/her hourly rate for 
all hours worked beyond 40 or eight hours per day based in compliance with state laws.  

 This is a legal requirement of the Fair Labor Standards Act (FLSA) 
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PPrrooffeessssiioonnaall  SSttaannddaarrddss  
 

 
[Company] employees are expected to maintain the highest standards of integrity and professionalism 
while carrying out their duties and responsibilities whenever they are representing [Company]. This 
policy is not intended impact the personal and private lives of employees, nor is it intended to prescribe a 
particular moral code of conduct. Good judgment is the basic requirement for adherence to this policy. 

What You Can Expect From [Company] 

[Company] believes in creating a harmonious working relationship between all 
employees. In pursuit of this goal, [Company] has created the following employment 
objectives: 

 Provide a challenging and rewarding workplace and experience. 

 Select people on the basis of ability, skill, and prior experience  without discrimination 

regarding age, color, creed, gender, marital status, national origin, political belief, race, 

religious beliefs, or a disability that does not prohibit performance of essential job 

functions. 

 Compensate all employees according to the results achieved and contribution to the 

success of our business. 

 Review wages, employee benefits [if applicable] and working conditions regularly with the 

objective of being competitive in these areas consistent with sound business practices. 

 Provide [personal/ vacation / sick leave / paid time off and holidays if applicable] to all 

eligible [define eligible for your company based on tenure and number of hours] 

employees.  

 Edit for your choice between Paid Time Off (PTO) or otherwise 

 Note, that vacation, paid time off and holidays are not required to be given. 

 Provide eligible [define eligible based on tenure and hours worked] employees with health 

and welfare benefits if applicable. Consider hours worked as defined by PPACA as 30 

hours minimum for full time employees. Also consider the “look back period and lock in 

period” you have determined for your company if required to comply with PPACA. To 

determine this for your company, contact your benefit broker or human resource 

consultant.  

 Provide employees with an opportunity to bring issues and concerns to their manager and 

senior management [if applicable].  
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 Take prompt and fair action on any complaint which may arise in the everyday conduct of 

our business, to the extent that is practicable. 

 Maintain mutual respect in our working relationship. 

 Provide orderly safe workplace. 

 Promote employees on the basis of their ability and merit. 

 Promote employees- or fill vacancies from within [Company] whenever practical. 

 Keep employees informed of the progress of [Company], as well as the company’s overall 

goals and objectives.  

 Promote an atmosphere that supports [Company]’s vision, mission, and goals. 

What [Company] Expects From You 

[Company] needs your help in making each working day enjoyable and rewarding. Your 
first responsibility is to know how to do your job and achieve results. Secondly, you are 
expected to cooperate with your manager and your fellow employees and to work well as a 
team. 

How you interact with fellow employees and those whom [Company] serves and how you accept 
direction can affect the success of your department. In turn, the performance of one department can 
impact the entire service offered by [Company]. Consequently, whatever your position, you have an 
important assignment: perform every task to the very best of your ability. 

We strongly believe you should have the right to make your own choices in matters that concern and 
control your life.  

You are encouraged to grasp opportunities for personal development offered to you. This manual offers 
insight on how you can perform positively and to the best of your ability to meet and exceed [Company] 
expectations. 

Remember, you help create the pleasant and safe working conditions that [Company] intends for you. The 
result will be better performance for the company overall, and personal satisfaction for you. 

Open Communication Policy 

It is the responsibility of all employees to communicate openly to resolve work-related 
problems. Complaints and frustrations should be voiced in a timely, appropriate and 
constructive manner.   

We expect you to voice your opinions and contribute your suggestions to improve the quality 
of [Company]. (Please take a look at the “Suggestions,” Policy under Standards of Conduct section.)  

[Company] encourages you to discuss any issue you may have with a co-worker directly with that person. 
If a resolution is not reached or you do not feel comfortable approaching that individual directly, arrange 
a meeting with your [Manager] to discuss any concern, problem, or issue that arises during the course of 
your employment. Any information discussed in an Open Communication meeting is considered 
confidential.  
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If your manager cannot resolve the matter, generally the next step would be to bring it to the attention of 
the [CEO, HR MANAGER, ETC.] 

 If applicable as these meetings are not required by law. 

Please remember it is counterproductive for employees to create or repeat corporate rumors or office 
gossip. It is more constructive for an employee to consult his/her [Manager] immediately with any 
questions. 

Open Door Policy 

We believe in direct access to management. We are dedicated to making [Company] a 
company where you can approach your manager, or any member of management, to 
discuss any problem or question. [Company] encourages you to speak freely with members 
of the management staff about your work-related concerns and problems.  

Employees with information or concerns about –harassment   should consult the terms of the policy on 
“Unlawful Harassment” for applicable procedures. 

Confidential Information & Inventions Agreement  

 Under the Uniform Trade Secret Act (UTSA), even if an employee never signed a 
Confidentiality Agreement, the employee is prohibited from using or disclosing information 
that constitutes a “trade secret” as defined in the statute. The first component of a “trade 
secret” under the statute is that it have economic or commercial value to the company. 
The second component is that an employer must make reasonable efforts to protect the 
secrecy of its “trade secrets.” Although trade secrets are protected under the UTSA, we 
still advise you to have your employees sign a separate Confidentiality Agreement. See 
the Forms Section for a sample agreement. 

 If this applies to your organization, you will want to include this section. Add anything to 
the list that is particular to your industry or functions that requires protection. Non-compete 
clauses are generally unenforceable in most states, in that you cannot take away 
someone’s livelihood or ask them to sign away any future rights, however, you are well 
within your rights to protect client lists, internal processes, etc. 

 Note, that a company may not have a separate Non-Disclosure or Inventions Agreement 
as this is not required, but is covered below 

During the course of your employment, you will gain information regarding the company’s trade secrets, 
practices, procedures and other sensitive confidential information, this information is considered an asset 
of the organization created at great time and expense.  All employees are required to sign an “Employee 
Non-Disclosure” agreement as well as an “Employee Invention Assignment” agreement as a condition of 
employment with [Company]. If you have questions regarding this agreement, please contact your 
manager or the [CEO]. 

 Look in the HR Forms folder for a sample agreement. 

We sincerely hope that our relationship will be long-term and mutually rewarding. However, should you 
terminate your employment with [Company] you have an obligation to maintain confidentiality. 

Our customers and suppliers entrust [Company] with important information relating to their businesses as 
well. The nature of this relationship requires you maintain confidentiality about resources, pricing, terms 
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and conditions, etc. In safeguarding the information received, [Company] earns the respect and further 
trust of our customers and suppliers. 

If you are questioned by someone outside the company or your department and you are concerned about 
the appropriateness of the information requested, you are not required to answer. Instead, as politely as 
possible, refer the request to your [Manager or the CEO]. 

No one is permitted to remove or make copies of any [Company] records, reports or documents without 
prior management approval. Disclosure of confidential information may lead to termination, as well as 
other possible legal action. 

Business Gifts 

 

 Gifts (i.e., food, wine, tickets or gratuities, etc.) that you receive from clients, vendors or 
others as a result of your employment status with [Company] potentially create a conflict 
of interest. Generally, an employee may not accept or solicit a gift of any kind from a 
customer, supplier or vendor representative.  Should you be offered or receive such a 
gift, notify your manager or the [CEO or HR Manager] immediately. It may be appropriate 

to share the gift with other employees in the Company, or to return it, depending upon the specific 
circumstances. Accepting business gifts may be perceived as utilizing poor business judgment and may 
result in disciplinary action, up to and including termination of employment. 

Giving Gifts 

Employees are not permitted to give unauthorized gifts to customers or suppliers, except for certain 
promotional “premiums” (such as t-shirts, coffee mugs, pens or key chains) imprinted with the 
[Company] logo or sales information.  

Conflicts of Interest 

All [Company] employees are expected to scrupulously (having or showing a strict regard for what one 
considers right; principled, minutely careful, precise, or exact. - Dictionary.com Unabridged)  avoid any 
and all situations where there could be or appear to be, a relationship with an outside party which might 
affect the proper exercise of judgment on the part of the employee. It is incumbent upon all employees to 
avoid actual conflicts of interest as well as any potential perception of conflicts of interest. If you are 
unsure as to whether a certain transaction, activity, or relationship constitutes a conflict of interest, you 
should discuss it immediately with your manager for clarification. 

We think you will be challenged with your position at [Company]. However, if you do pursue other 
employment outside of [Company], it cannot compete with [Company], create a conflict of interest for the 
employee or the company, or compromise the company’s interests. Employees may not solicit or profit 
from [Company] customer/prospect base or other company assets for personal gain. 

Employees may hold outside jobs as long as they meet the performance standards of their jobs with 
[Company]. If [Company] determines that an employee’s outside work interferes and impacts their 
performance, the employee may be asked to terminate the outside employment if he/she wishes to 
maintain employment with [Company]. Outside employment will not be considered an excuse for poor 
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job performance, absenteeism, tardiness, leaving early, refusal to travel, or refusal to work overtime or 
different hours. 

In addition, you are not to conduct any outside business during paid working time. Any work must be 
performed outside of your regular work hours and when no other work needs to be for [Company] or a 
customer.  

Customer Relations 

 Note, some companies refer to customers, others as clients. Pick the name that is “right” 
for your organization and use it consistently.  

The success of [Company] depends upon the quality of the relationships between [Company], our 
employees, customers, suppliers and the general public. Our customers’ impression of [Company] and 
their interest and willingness to purchase from us is greatly formed by the people who serve them. In a 
sense, regardless of your position, you are [Company]’s ambassador. The more goodwill you promote, 
the more our customers will respect and appreciate you, [Company] and [Company]’s products and 
services. 

Below are several things you can do to help give customers a good impression of [Company]. These are 
the building blocks for our continued success. 

 Act competently and deal with customers in a courteous and respectful manner. 

 If you do not know the answer to a questions posed by a customer, ask your [Manager]. 

Do not provide information that you are not sure is correct.  

 Follow up on orders and questions promptly, provide businesslike replies to inquiries and 

requests, and perform all duties in an orderly manner. 

 Take great pride in your work and do your very best. 

Dress Code & Personal Appearance 

 Certain staff may be required to meet special dress, grooming and hygiene standards, 
such as wearing uniforms or protective clothing, depending on the nature of their job. 
Uniforms and protective clothing may be required for certain positions and should be 
provided to employees by [Company]. 

 Codes for grooming, dress, and behavior may be enforced – as long as they’re not used to 
hinder the advancement of any particular group (according to Professor Theodore J. St. 
Antoine of the University of Michigan Law School). Consult your attorney and you’ll likely 
find that interpretations of labor laws have been softened in recent years. This allows for 
staff development policies and programs with the best interests of your company, 
employees and customers in mind. 

 Formal dress codes are becoming archaic. We recommend implementing a dress code 
that is consistent with your industry standard. For example, a law firm would have a higher 
standard dress code, compared with a manufacturing environment. You may wish to 
establish a casual workday, such as Fridays, as it may improve employee morale. 
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 Violations of the policy can range from inappropriate clothing items to offensive perfumes 
and body odor. If a staff member comes to work in inappropriate dress, the staff member 
will be required to go home, change and return to work. 

 We’ve added a few more sentences here than necessary, so feel free to edit what’s here 
as well as delete those that do not apply. 

It is [Company]’s desire to present a professional and business like image to clients, visitors, 
customers and the public. Accordingly, employees should present a professional appearance 
and attend to personal hygiene Workplace attire and grooming must be neat, clean and 
appropriate for the work being performed and the setting in which the work is performed. 

[Company] expects each employee to use good taste and mature judgment in maintaining appropriate 
businesslike appearance at all times in the workplace. Please understand that you are expected to dress 
and groom yourself in accordance with accepted social and business standards, particularly if your job 
involves dealing with customers or visitors in person. 

 These are suggestions; be sure to clarify specifically which modes of dress are prohibited, 
and under what circumstances exceptions are allowed. With any dress code, include the 
following statement to preserve your flexibility. 

Personal appearance should be a matter of concern for each employee. If your [Manager] feels your attire 
and/or grooming are out of place, you may be asked to leave the workplace until you are properly attired 
and/or groomed. Employees who violate dress code standards may be subject to appropriate disciplinary 
action up to and including termination.  

 The Company should be specific about the clothing permitted or required based on the 
nature of the business and safety. For example, a warehouse or manufacturing facility will 
require steel toed shoes; a restaurant will require hairnets or hats for cook positions. 
Determine what is appropriate based on your industry and research on an individual 
company basis.  

Business Casual   

Below is an example of a chart that can be modified and used for your [Company] information. This is a 
reflection of business casual attire and other options include business or more professional dress listed 
below. 

Appropriate  Inappropriate  

  

Slacks 

Khakis or corduroys   Sweatpants, leggings, exercise wear  

Jeans (must be clean, free of rips, tears, fraying 
and may not be excessively tight or revealing) 

Shorts,  Low Rise or Hip Hugger pants or jeans 

Pants worn below the belt.  

Shorts,, Capris   

Shirts  

Polo collar knit or golf shirts  Shirts with writing (other than Company logo) 
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Oxford shirts  T-shirts or sweatshirts  

Company Logo Wear  Beachwear  

Short-sleeve blouses or shirts  Sleeveless blouses or shirts  

Turtlenecks  Exercise wear  

Blazers or sport coats  Crop Tops, Midriffs, spaghetti straps 

Jackets or sweaters    

Shoes  

Close toed Boating or deck shoes, Thongs, flip flops, open toe shoes  

Casual, low heel, sandals  Athletic shoes; tennis shoes, crocs   

Business Attire 

The following guidelines apply to business attire.   

For men - business attire includes a long-sleeved dress shirt, tie and tailored sport coat worn with dress 
trousers (not khakis), and dress shoes. 

For women - tailored pantsuits, businesslike dresses, and/or coordinated separates worn with or without a 
blazer, and conservative, closed-toed shoes.  

Reasonable Accommodation of Religious Beliefs 

[Company] recognizes the importance of individually-held religious beliefs to persons within its 
workforce. [Company] will reasonably accommodate a staff member’s religious beliefs in terms of 
workplace attire unless the accommodation creates an undue hardship. Accommodation of religious 
beliefs may not be accommodated if this does not support safety attire required for a given 
position.  Employees requesting a workplace attire accommodation based on religious beliefs should be 
referred to the [CEO or HR].  

Any employee who does not meet the attire or grooming standards set by the company will be required to 
take corrective action, for example leaving the premises to change clothing. Hourly-paid employees will 
not be compensated for any work time missed because of failure to comply with designated workplace 
standards.  

[Company] reserves the right to exercise managerial judgment to take such actions relating to 
employment as may be necessary to ensure appropriate attire in the workplace.  

Please keep in mind the possible discomfort your [Manager] would feel if s/he must address 
this issue with you.  

Personal Hygiene 

 If a staff member’s poor hygiene or use of too much perfume/cologne is an issue, the 
supervisor should discuss the problem with the staff member in private and should point 
out the specific areas to be corrected.  If the problem persists, supervisors should follow 
the normal corrective action process.  
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 Should and issue around personal hygiene arise, it is important for supervisors and/or 
managers to understand that such a matter should be handled confidentially and with 
sensitivity. The reasons for the body odor may be a medical reason, poor hygiene or an 
ethnic diet, to name a few examples. If this issue is not addressed appropriately, it may 
run afoul of the Americans with Disabilities Act or lead to discriminatory claims under Title 
VII, Civil Rights Act.              

Employees with poor hygiene can cause a disruption in the workplace and may impact other employees 
who may feel uncomfortable and unable to perform their jobs. On behalf of all of our 
employees and management, please be sure to present yourself at work in a clean and 
sanitary manner at all times.  

It is important to recognize that an issue such as this one may cause work stoppage, 
disgruntled employees and low morale. Therefore, it is imperative to deal with this situation as soon as 
being made aware of it.  

Natural and artificial scents may also become a distraction and are also subject to this policy.    

Outside Employment 

 This topic is also covered under conflict of interest.  

Employees may not take an outside job, either for pay or as a donation of her/his personal time, with a 
customer or competitor of [Company]; nor may they do work on their own if it competes in any way with 
the sales of products or services we provide our customers. If your financial situation requires you to hold 
a second job, part-time or full-time, or if you intend to engage in a business enterprise of your own, 
[Company] would like to know about it. Before accepting any outside employment you are encouraged to 
discuss the matter with your [Manager]. 

Suggestions 

 Employees are the source of many good ideas and suggestions. There are numerous 
types of suggestion programs which can be implemented. The following sample policy is a 
good place to start. 

 Please use the “Idea Submission Form” included in the HR Forms folder for the 
submission of employee suggestions. 

We encourage all employees to bring forward their suggestions and- ideas how to 
improve the company, our products, and our service to our customers. When you see an 
opportunity for improvement, please discuss this with your [Manager]. S/He can help 
you bring your idea to the attention of the people in the company who will be 
responsible for implementing it. if possible. 

All suggestions are valued and listened to. When a suggestion from an employee has particular merit, we 
may provide for special recognition of the individual(s) who had the idea. 

We have created a form to help you communicate your ideas and suggestions. We call it the “Idea 
Submission Form.” You can get a copy of the form from your [Manager] at any time. It’s a template 
written to help you define the problem or situation, describe an ideal situation and your proposed solution, 
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as well as list the requirements necessary for implementing your plan. The form also insures that you get 
maximum recognition for your contribution. 



[Company] Employee Policies Manual 

__________________________________________________________________________________________ 
92 

  

BBeenneeffiittss  
 

 Federal: The salaried employee is often entitled to standard company benefits such as 
sick and vacation days. If s/he calls in sick or takes vacation days, s/he is paid for the full 
day, provided s/he has the hours available. If s/he calls in sick or takes personal days off 
but lacks the hours, the employer does not have to pay him/her for these days. 

 States with Vacation Law - Nine states have laws stating that employers must pay 
employees for any accrued vacation time. They are Illinois, Tennessee, Rhode Island, 
Oregon, North Carolina, Massachusetts, Louisiana, Maine and California. 

 California:  

 Vacation Getting Hired 

 No California employer is legally obligated to provide employees with vacation time (paid 
or unpaid). An employer also can make employees wait a period of time, for example six 
months or a year, to accumulate vacation time after starting the job. The state's Division of 
Labor Standards Enforcement (DLSE) works to make sure the probationary period before 
earning vacation time is not merely a way for employers to get out of awarding vacation 
time. 

 Accumulating Vacation Time 

 Paid vacation time in California is a form of wages, so employees earn the time as they do 
their jobs. Employers can decide whether employees earn the time on a daily, weekly, bi-
weekly or other basis. Usually, employees earn a certain amount of vacation time each 
year depending on their time on the job. For example, a second-year employee could earn 
two weeks of vacation time each year, while third- and fourth-year employees could earn 
three weeks and employees in their fifth through 10th years could earn four weeks 
annually. 

 "Use It or Lose It" 

 By law, California employers may not force an employee to forfeit vacation time if they do 
not use it by a certain date (say, the end of the year). Such a policy would be a violation of 
the law and would subject the employer to penalties from the state. However, an employer 
can implement a policy that pays employees at the end of the year for vacation time they 
did not use. Thus employees would not carry over vacation time from one year to the next, 
but employers would have to compensate them accordingly. 

 Vacation Caps 

 Although employers cannot implement a "use it or lose it policy," they can place a cap on 
the amount of vacation time an employee may accumulate. An acceptable policy would be 
that if an employee racks up, for example, four weeks of vacation time, he cannot earn any 
more vacation time until reducing the balance. Essentially, employers cannot take away 
vacation time an employee already has earned. However, they can stop employees from 
earning more time after reaching a certain point. 
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 Termination 

 Upon termination for any cause, employees must get compensation for all unused vacation time. 
The compensation is equal to their final rate of pay. So if an employee was earning $20 an hour 
and has 25 hours of vacation time remaining, he or she gets $500 in addition to any other 
severance pay . The same policy applies if an employee leaves the job voluntarily. 

 Sick Days 

 California labor laws treat sick days differently from vacation days. Employers can set an 
annual limit on sick days, for example, without permitting the sick days to carry over to the 
next year. But employers that bundle sick days and vacation days together in a general 
"personal time off" policy must treat all accrued time as vacation time and allow it to roll 
over to the next year. 

 California Insurance Equality Act 

 The California Insurance Equality Act (also known as AB 2208) is an anti-discrimination 
act that expressly prohibits insurance companies from distinguishing between married 
couples and domestic partners. The act requires insurance companies to provide identical 
plans to married couples and domestic partners, and offer plans to domestic partners 
wherever plans are offered to married couples. The legislation applies to all types of 
insurance, though it has the most impact on health insurance, which has employment and 
tax ramifications. 

 Employer-Based Insurance 

 The Act does not require employers to provide insurance coverage past what California 
law  already requires. However, if an employer provides health insurance for spouses, the 
group policy through which that insurance is supplied must also cover any domestic 
partners. 

 Enforcement 

 The act went into force in January 2005, with the responsibility on insurance companies to 
bring existing policies into compliance and ensure that all new policies do not discriminate 
between married couples and domestic partners. Instances of discriminatory treatment 
after January 2005 should be reported to the Department of Managed Healthcare or the 
Consumer Services Division of the California Department of Insurance. 

 Definition 

 Domestic partners are "two adults who have chosen to share one another's lives in an 
intimate and committed relationship of mutual caring," according to Article 297 of the 
California Family Code. However, in order to enjoy the benefits to which California law 
entitles domestic partners, partners must register with the Secretary of State Registry 

 Partners must sign an affidavit and file a Declaration of Domestic Partnership with the 
Secretary of State in order to be considered registered domestic partners. The affidavit 
states that the signing partners share a residence, not be married or officially partnered 
with anyone else, be over 18, be of the same sex or over 62, not be related by blood and 
consent to the partnership. 
 

 Florida: 

 Time off Policy 
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 Employers in Florida are not required by law to pay their salaried or hourly employees for 
vacation time or sick days that they take. However, employers are required to adhere to 
time-off and sick day policies and procedures that they have outlined at their 
organizations. 

 Florida Vacation Law 

 The labor laws in Florida do not require companies to offer vacation time to employees. It 
is up to each individual company to decide on its own policies regarding vacation time. 
Employees should request a copy of the company's policies and procedures or employee 
handbook when starting employment. If the policies state a specific amount of days for 
vacation and they are not provided, the employee may be able to take legal action to 
enforce the company to honor its promises. 
 

 Illinois: 

 Vacation Accrual 

 In Illinois, if a collective bargaining agreement (contract) between an employer and an 
employee says the employee will get paid vacation time, the employer must honor the 
terms of the contract. The amount of time given is up to the employer. The employee may 
take the time off at her discretion. Typically, employers give vacation time based on 
accrual of service. For example, employees with less than one year of service might get 
nine vacation days a year and an employee with two years of service might get 11 days. 
The employer may base the determination on the employee's anniversary date 
(employment start date) or by calendar year. Some employers require employees to 
request vacation time in writing within a specified time frame, such as two weeks before 
they take their time off. 

 Termination 

 Under the Illinois Wage Payment and Collection Act, unless the employment contract says 
otherwise, if an employee quits or is terminated and has unused vacation time, the 
employer must pay the employee for unused vacation accrual. The employer must pay the 
unused accrual with the employee's final pay at her final pay rate. For example, if she has 
eight vacation days left for the year but quits before taking those days, the employer must 
pay the eight days at her regular pay rate with her last paycheck. Final compensation must 
be paid in legal U.S. money, by check or deposited into the employee's bank account. The 
full pay should be readily available to the employee. Illinois employees can file a wage 
claim with the Illinois Department of Labor if they do not receive their vacation pay as per 
the employment contract or policy. 

 Payroll Tax 

 The Internal Revenue Service recognizes vacation pay as a fringe benefit. However, it is 
computed as wages by the employer and included on the employee's yearly W-2. 
Consequently, vacation pay is taxable. The IRS requires Illinois employers to withhold 
federal income tax, Social Security tax and Medicare tax from employees' wages. Illinois 
requires employers also to withhold state income tax. The employer should tax vacation 
pay as though taxing regular wages. The Illinois income tax rate is generally 3 percent of 
taxable wages, according to the Illinois Department of Revenue. The employer can use 
IRS Circular E to figure federal withholding and the Illinois withholding tax tables for state 
income tax. 

 Michigan: 
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 However, if salaried exempt employees are out of work for an entire week, their employers 
do not have to pay them for the week they are away from work. 

 Vacation: Basic Rules 

 Michigan does not require employers to offer vacation time or other fringe benefits such as 
holiday pay. These benefits are available at the employer's discretion. However, employee 
contracts or collective bargaining agreements may guarantee paid vacation time. In 
addition, if the employer has established a policy of offering vacation time, it must apply 
that policy to all employees without discrimination. However, the employer may change the 
policy at will. 

 Policy Terms 

 The employer may dictate the vacation policy terms, among the most important of which is 
whether employees must forfeit accrued vacation time if they do not use it by a certain 
date each year. That date might be the end of the year or the anniversary of the 
employee's start with the company. The relevant Michigan law states only that the 
employer must comply with terms of the vacation policy it has established; it does not 
dictate the details of such a policy. 

 Termination 

 If a Michigan employer offers paid vacation time and terminates an employee, it must 
include with final wages payment for all vacation time the employee has accrued but has 
not yet used. The employer must make payment for unused time, along with final wages, 
by the next scheduled payday. An exception to this law applies if the employee has signed 
a statement agreeing to a policy that may deny payment for unused vacation time. For 
example, the policy could state that employees will not receive compensation for unused 
time if they do not provide at least two weeks' notice. The employee must have signed the 
statement without any sort of intimidation or coercion by the employer 
 

 New York: 

 Time-Off Pay 

 Employers must pay their salaried employees, regardless of whether they are exempt or 
not, for unpaid vacation and sick and personal days that they state in their policies they will 
pay employees for. The unpaid vacation days also must get paid to employees after they 
are terminated or resign according to company policies. 
 

 Texas: 

 Vacation: No State Requirement 

 State law doesn't require employers to provide paid vacation leave for employees, 
regardless of the size of the company. However, if an employer's written policies provide 
employees with vacation pay, the employer must follow those policies. Texas law 
considers such pay to be part of the employee's wages if the employer promises it in 
writing the employer is guilty of breach of contract if he fails to honor the agreement. 

 Accrued Leave 

 Since Texas law doesn't require employers to compensate employees for unused leave, 
employers usually don't pay employees for unused vacation days when the employee 
ceases to work for the company, regardless of the reason for termination. Employers 
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should clarify their policy regarding this matter in writing to minimize confusion when 
employees separate from the company. The written policy may promise employees 
compensation for unused days under certain circumstances of termination --- i.e., if the 
employee is laid off --- under all circumstances or under no circumstances. 

 Rollovers 

 Employers may choose not to allow unused vacation days to roll over from year to year as 
long as they state this clearly in their written policy. If an employer has such a policy, each 
employee must use vacation days by the end of the year every year or lose the right to 
take them at all. Employers must not apply this policy in a discriminatory fashion --- i.e., 
allow certain employees to roll over their vacation days but not others. 

 FMLA 

 If an employer doesn't offer paid vacation days, employees can still take time off to attend 
to their own medical needs or the medical needs of their family under FMLA laws. In 
Texas, employers must grant Family Medical Leave Act, or FMLA, time off if they employ 
at least 50 people stationed within 75 miles of the employee who needs to take leave. 
FMLA is unpaid and lasts up to 12 weeks. Employees must get a doctor's note 
demonstrating the need for the leave. 
 

 Washington: 

 Under the Washington leave laws, employers are required to provide eligible employees 
with job restoration and continuing health care, if provided, and allow them to use paid 
leave, if provided, if they are using leave for medical purposes. Pursuant to the Family 
Care Act, Family Leave Act, Leave for Victims of Domestic Violence, Sexual Assault and 
Stalking, Leave for Certain Emergency Services Personnel and Leave for Spouses of 
Deployed Military Personnel, employers must allow their employees to use leave and 
return to their jobs. The Family Care Act allows employees to use paid leave for short-term 
medical care of their qualified family members if their employers have paid leave policies. 
The Family Leave Act is similar to the federal Family Medical Leave Act but applies to 
registered domestic partners and provides additional leave for medical emergencies 
related to pregnancy and child birth. 

 Leave Allowances for Temporary & Permanent Workers 

 The Leave for Spouses of Deployed Military Personnel allows employees who work at 
least 20 hours weekly, on average, to exercise leave with or without pay for up to 15 days 
for deployment-related absences. The Leave for Certain Emergency Services Personnel 
applies to all employees, regardless of their status, if they work in emergency services. 
The Leave for Victims of Domestic Violence covers all employers, regardless of size and 
does not limit the leave to permanent employees. Thus, although temporary employees 
may not qualify for federal medical leave or Washington medical leave, they may be able 
to qualify for military leave, domestic violence leave and emergency services personnel 
leave. 

[Company] is committed to sponsoring a comprehensive benefits program for all eligible employees. In 
addition to receiving an equitable salary and having equal opportunity for professional development and 
advancement, you may be eligible to enjoy other benefits which will enhance your job satisfaction.  

A benefits program is a solid investment in the employees of [Company]. [Company] will periodically 
review the benefits program and will make modifications as appropriate. [Company] reserves the right to 
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modify, add or delete the benefits it offers. 

Eligibility for Benefits 

 Some part-time employees are required by law to receive retirement and profit sharing 
benefits after they’ve worked a given number of hours for the company. Check with your 
summary plan descriptions and modify your policies as needed. 

If you are a full-time employee, you will enjoy all of the benefits described in this Employee Policies 
Handbook as soon as you meet the eligibility requirements for each particular benefit.  Coverage is 
available to you and your dependents as defined in the benefit summary plan descriptions. 

Temporary employees are not eligible for benefits. 

Benefits other than those required by law are available to you during your Introductory 
Period. 

Note: Please see “Introductory Period” in the Employment section of this Employee Policies 
Handbook for further information. 

Part-time Employee Benefits  

If you are a part-time employee, you will enjoy only those benefits specifically required by law, provided 
that you meet the minimum requirements set forth by law and in the benefit plan(s). 

 OPTIONAL – In the event you want to include Part-Time employees in your benefit 
program, here is language that you can use.  

As a part-time employee working at least [30] hours per week, you are eligible to participate in 
[Company] benefit plans. However, your participation and the company’s contributions for many of these 
benefits are prorated to take your part-time schedule into account.  

Here's a summary of how benefits are affected: 

Health Benefits  

 Insert if benefits are offered to part time employees. Not allowed by law. You have to pay 
the same amount towards benefits regarding of hourly/management, etc.  

 

If the company offers benefits to part time 30 hour employees based on the number of employees in the 
company, the same eligibility and benefit calculation rules apply for part-time employees as for full-time 
employees. 

Personal Time Off (PTO) / Vacation  

 We recommend that you adopt a PTO policy vs. vacation/ sick time etc. to reward those 
who are healthy as well as to simplify your procedures and tracking. More in the PTO 
section. 

You earn PTO / vacation time based upon your years of continuous service. The part-
time schedule you work determines the amount of vacation you earn as well as your 
vacation pay. For example, if you have ten years of continuous service and work five six-
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hour days per week, you're entitled to three weeks of vacation per year. However, your PTO / vacation 
pay for each week is for 30 hours (your part-time rate of five six-hour days), and your daily vacation rate 
is six hours of straight-time pay. 

Holidays  

You receive paid time off for holidays that fall on days you are normally scheduled to work on your part-
time schedule.  

Retirement Plan (if applicable) 

The same eligibility, vesting and benefit calculation rules apply for part-time employees as for full-time 
employees. 

Insurance Benefits 

[Company] is proud to provide eligible employees with a package of comprehensive benefits. The 
company periodically reviews the benefits which are provided to employees, and reserves the right to 
revise, supplement or rescind any such policies, programs or employee benefits as appropriate. The 
benefits are described in the benefits program booklet or Summary Plan Descriptions, which may be 
available on the intranet, through HR or the benefits broker. The precise terms of each benefit are subject 
to the contracts of insurance and other plan documents that govern that benefit.  

 Best to keep descriptions of benefits plans non-specific here, as they can change from 
year to year and you don’t want to have to update your handbook just to revise your 
benefits section.  

 SPD – Summary Plan Descriptions are created by the benefit company and the broker. 
Always refer employees to these documents or the insurance company for answers to 
specific benefit related questions.  

Insurance Coverage 

 Keep the description of insurance coverage’s general and brief since coverage’s and other 
details often change. Defer to the separate booklets and supplements issued and supplied 
by your insurance companies. 

 Indicate which portion of premium costs the company pays,  how long a new employee 
has to wait for coverage, and the conversion privilege (COBRA if applicable based on the 
size of the company.  

 After satisfying the applicable waiting period, employees may not be automatically 
“covered.” Employees need to officially enroll or waive benefit coverage, if applicable. 

Group Insurance 

[Company] is dedicated to the health and well-being of both you and your family. A 
comprehensive, quality insurance program is available to you and your family. You 
become eligible for coverage [on your date of hire / on the 1st of the month following 
your date of hire / after the completion of your [00] days]. 
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 Modify the following benefits provided, depending on your specific company sponsored 
program. Only include the insurance coverage offered by your company. 

The following benefits are provided, as defined and limited in the literature provided by our insurance 
company: 

 Medical Care Coverage 

 Dental Care Coverage 

 Vision Care Coverage 

 Short Term Disability Insurance 

 Long Term Disability Insurance 

 Group Term Life Insurance / Accidental Death and Dismemberment Insurance 

 Employee Assistance Program 

 Other voluntary benefits, i.e.; cancer insurance, pet insurance, etc.  

 

Once enrolled, you will obtain summary plan descriptions describing your benefits in detail. 

[Company] will pay for x percent for employee coverage and make a [00% enter the amount your 
company will contribute to this program] contribution toward the cost of the premiums for your eligible 
dependents. 

 -- OR -- 

Company will pay  [00%] ([Xxx percent]) percent  for employee coverage and dependent coverage’s will 
be the responsibility of the employee. 

Applicable employee contributions will be automatically deducted from your paycheck. 

 It is not necessary to include this last paragraph or to offer “COBRA” rights under federal 
law unless you regularly employ twenty (20) or more people. However, some states 
require group insurance extensions, so we recommend that you check with your attorney 
on your state law on this topic. 

 This paragraph is also repeated in the Termination section 

According to the federal Consolidated Omnibus Budget Reconciliation Act (COBRA) of 1985, in the 
event of your termination of employment with [Company] or loss of eligibility to remain covered under 
our group health insurance program, you and your eligible dependents may have the right to continued 
coverage under our health insurance program for a limited period of time at your own expense. Consult 
your [Manager] for details. 

Disability Insurance 

 Modify this policy according to the type of disability program you have (short versus long-
term), and the carrier providing it (for example, a state or private carrier). 

 You may want to have your insurance carrier review this section for accuracy. 

If you are a full-time, regular employee, you will be eligible to participate in [Company]’s disability plan. 
Disability insurance is designed to assist you with your income should you become partially or totally 
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disabled and are unable to perform the essential functions of your job. 

Refer to your Summary Plan Description for further details regarding your disability insurance. You may 
obtain the Summary Plan Description from your [Manager]. 

Note: Please see the Disability (Including Pregnancy) Leave of Absence Policy in the 
section titled “Leaves” of this Employee Policies Handbook for further information. 

Life, Accidental Death & Dismemberment Insurance 

 Ask your insurance company to provide you with a brief summary of the life insurance 
coverage to include here. 

If you are a regular full-time employee of [Company], you are covered by our Group Life Insurance plan 
benefits. This insurance is payable in the event of your death, in accordance with the policy while you are 
insured. You may change your beneficiary whenever you wish by submitting the appropriate documents 
to your [Manager]. Refer to the literature provided by our insurance company for details on your life 
insurance coverage. 

Continuation of Coverage through COBRA  

The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) provides certain health care 
continuation to eligible employees in the event of resignation or termination from employment. The law 
allows employees to continue medical and dental health care coverage in certain circumstances where the 
coverage would otherwise cease. This law applies to organizations with twenty (20) employees or more. 
Therefore, eligibility would not be obtainable until [Company] reaches that size. 

Employee Assistance Program 

 This is not a mandatory benefit and may be omitted if not offered by [Company] 

Another useful benefit [Company] offers you is our Employee Assistance Program 
(EAP). The EAP provides a confidential, easily accessible professional counseling 
service for our employees whose personal problems are affecting their abilities to 
function effectively at work or home. This service is available to all [full-time / full-
time and part-time] employees and their immediate family members. Arrangements 
will be made for you or a member of your family who has questions concerning legal, 

family, or financial issues, child care, elder care, relationships, substance abuse or addiction questions and 
concerns, work-related issues and any mental health issue. 

Confidentiality is one of the most important aspects of this program. If you contact the Employee 
Assistance Program directly no one in the company will know unless you tell them. No information 
concerning the nature of your problem will be released without your written consent. [Company] assumes 
the costs for the Employee Assistance Program. 

Domestic Partners  

 Policy given the recent Supreme Court rulings this area may need to be further modified… 
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 The inclusion of a Domestic Partners Policy, for both heterosexual and homosexual 
employees, under the umbrella of your employee health plan is a practice that is quickly 
gaining acceptance. Having a Domestic Partners Policy is not legally required, but your 
company may choose to institute one in order to remain competitive in the marketplace. 

 Instituting a Domestic Partners Policy may cause some discomfort and create disruption in 
your organization. It would be wise to form a focus group to look into this issue ahead of 
time. Does such a policy fit in with your organizational culture? A gay or lesbian employee 
who chooses to cover his/her domestic partner could entail “coming out of the closet.” We 
suggest that your company offer concurrent training on diversity and anti-discrimination 
issues to minimize any negative impact in the workplace. This policy is bound to cause 
some controversy in your organization, and a positive communication strategy should be 
mapped out well in advance. 

 We also suggest you advise employees to complete the Declaration of Domestic 
Partnership, included in the Forms section -- and have it Notarized whether it’s necessary 
or not. This will guarantee the legitimacy of the document. It’s also a good idea to regularly 
monitor this program to ensure employees are not taking advantage of the policy. 

 [Company] believes that basic [medical / vision / dental / leave] coverage should be 
available to employees and their dependents.  

To recognize non-traditional family arrangements and to demonstrate our commitment to our community 
of employees and their families, [Company] has instituted a Domestic Partners Policy. This policy gives 
you the opportunity to cover a long-term, significant partner of either gender [under our benefits plans / 
who will be reimbursed for medical premiums paid under his/her own individual plans]. [Company] 
wishes to make it clear that it cannot guarantee confidentiality of the relationship once a domestic partner 
is covered under our policy. 

How to Enroll 

 Obtain a “Declaration of Domestic Partnership” form from your [Manager]. Complete and 

return it -- and have it Notarized (whether it’s necessary or not). 

 Provide, if requested, documentation establishing the existence of the domestic 

partnership such as proof of joint home ownership and financial interdependence. 

 Please delete item three (3) if it does not apply to the way in which health coverage for 
domestic partners is handled by your company. 

 When or if your Declaration of Domestic Partnership is approved, complete and file the 

applicable carrier enrollment forms. 

 
A domestic partner may be enrolled at the time the employee signs up for benefits, if  an employee does 
not enroll her/his domestic partner within this period, the domestic partner will not be allowed into any 
plans until the next open enrollment period. 

 Check carrier regulations for all of these to ensure that domestic partners are allowed on 
the plan. If not, and you are implementing a reimbursement procedure, clarify what you will 
cover. 

Termination of Coverage 

Coverage for a domestic partner will end [this could be midnight the date of termination or the end of the 
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month, per company and carrier policy] when any one of the following events occurs: 

1. The employee leaves [Company]. 

2. The employee is no longer eligible to participate in health and benefit plans (for example, due to 
decreased working hours). 

3. The group plan is terminated for any reason. 

4. The domestic partner ceases to meet the definition of a domestic partner. In such an instance, the 
employee is obligated to write a brief letter stating the termination of the relationship and deliver it 
to his/her [Manager]. 

Leaves of Absence 

Coverage for the employee and a domestic partner may continue during an employee’s unpaid leave of 
absence by continuing to pay appropriate premiums to [Company]. Arrangements for these payments 
must be made prior to the leave with your [Manager]. 

 -- OR -- 

Reimbursement for a domestic partner may continue during an employee’s unpaid leave of absence by 
continuing to pay appropriate premiums to your partner’s individual carrier. Arrangements for these 
payments need to be made prior to the leave with your [Manager]. 

Termination of Domestic Partnership 

In the event that the domestic partnership relationship ends, the employee is obligated to write a brief 
letter stating the termination of the relationship and deliver it his/her [Manager]. The statement should be 
signed and dated. 

Any new Declarations of Domestic Partnerships may not be filed until the prior termination statement has 
been on file with [Company] for one (1) year. 

COBRA Coverage 

 If you are required to offer COBRA coverage to terminating employees, it is up to your 
company to determine if you wish to extend COBRA coverage to domestic partners as 
well. Currently, offering COBRA coverage to domestic partners is not legally mandated. 
Premiums of this extended coverage are usually 102 percent of the actual cost of the 
premium. The additional 2 percent is considered to be an administrative fee, and 
companies can charge no more than 2 percent. Therefore, only include this section if you 
are extending health care conversion privileges (COBRA) to domestic partners of 
terminating employees. 

COBRA, also referred to as health care conversion, means that you and your domestic partner have the 
option to continue with [Company]’s health care plans after your employment with [Company] has been 
terminated, voluntarily or involuntarily. However, you will be responsible for paying your own premiums 
to [Company]. Domestic partners are eligible to elect COBRA coverage under the terms of our plan. 
Please refer to the “Separation of Employment” section for further information regarding continuation of 
your medical benefits under COBRA. Don’t even think of asking for COBRA coverge for your partner… 
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State Disability Insurance Benefit Procedures  

 State Disability Insurance (SDI) benefits differ from state to state  

 Click here to learn more: http://en.wikipedia.org/wiki/State_disability_benefits 

 Here is an example of the California State disability insurance benefits  

 If you're not in California please access your states government website so you can 
correctly director employees to their disability benefits  

If an employee anticipates that he/she will need disability time off and utilize state disability benefits, the 
employee shall give notice of at least 30 days if possible to [Company]. Exceptions to the advance 
notification rule apply in some cases, such as when a medical emergency arises and it is not feasible to 
provide 30 days advance notice. In such a case, the employee must provide as much advance notice as 
practicable. Upon notice, [Company] will forward the necessary forms for completion to the employee. 
These forms include, when applicable, a doctor's certificate, stating the expected duration of the 
disability, and the date the employee will be able to return to work.  

While on disability, the employee will not earn a salary, leave time, holiday pay, nor accrue any benefits 
that require continuous performance of work.  

When an employee is able to return to work, they should notify [Company] on or before the expiration of 
the leave. A statement from the employee's physician releasing them to return to work (and describing 
any accommodations that are reasonably necessary) is required and must accompany the employee the 
first day they return to work. This release should be forwarded to [Company] as soon as possible.  

Who To Call… 

[Company] must be notified immediately in the event of a disabling illness or injury.  

State Disability Insurance (SDI) is an employee-paid protection and medical care plan under which the 
employee is covered starting on the first day of employment. If the employee is absent from work because 
of non-occupational illness or injury; they should apply for State Disability Insurance benefits by 
obtaining the form from the attending physician, hospital, and/or the Employment Development Office. 
Employees are covered on the eighth consecutive day of illness or injury, regardless if hospitalized.   

Workers’ Compensation 

 Check with your attorney on your state and local laws regarding Worker’s Compensation 
and modify this policy as needed. 

 Many insurance companies will dramatically cut your Worker’s Compensation Insurance 
premiums when you implement a written safety plan. [Company]’s SafetyPlanBuilder will 
help you save money as well as educate your employees in the practice of safe work 
habits. Please click the above ‘More Tools” icon to visit the [Company] website. 

 Workers’ Compensation carriers will often times require the employee to be treated “in 
network” In order to facilitate a quick response time in getting the employee to the correct 
medical facility, it is a good idea to know in advance the telephone number, name and 
location of the facility so that you can easily and clearly direct the employee should an 
injury occur…  

All employees are entitled to Workers’ Compensation benefits. This coverage is automatic and immediate 
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and protects you from an on-the-job injury. An on-the-job injury is defined as an accidental injury 
suffered in the course of your work, or an illness which is directly related to performing your assigned job 
duties. This job-injury insurance is paid for by [Company]. If you cannot work due to a job-related injury 
or illness, Workers’ Compensation insurance pays your medical bills and provides a portion of your 
income until you can return to work. 

If you are injured while working, the injury must be reported in writing to your manager and the [HR 
Manager] immediately, regardless of how minor the injury may be. The Company must be informed of 
any work-related injuries in order to comply with federal and state injury record keeping requirements. 
Prompt reporting is the key to prompt benefits. Benefits are automatic, but nothing can happen until your 
employer knows about the injury. Insure your right to benefits by reporting every injury, no matter how 
slight. 

If medical treatment is required for a work-related injury, you will need to complete the necessary forms 
prior to your visit with the doctor -- except in the case of an emergency! The Company will direct you to 
a [Company]-preferred physician for treatment, unless you have previously provided written notice to the 
[HR Manager] of your desire to be treated by your own preferred physician. We use a form for that:  
“Predesignation of Personal Physician.” 

 In the event an employee wants to use their own physician, have them complete a  
“Predesignation of Personal Physicians” form (available in the Forms folder) 

After consulting with a physician for a work-related injury, the employee is required to report directly 
back to their manager. If your physician sends you home, then you will need to contact your manager 
prior to returning to work. If, at the time of injury, a physician's visit is not required but later you feel you 
need to see a physician, you must notify your manager and the personnel contact immediately. It is 
extremely important that any injured employee follow these procedures.  

 For the parameters below, you will want to make sure and check with your state or local 
workers compensation laws, or contact one of our HR Consultants 

Although [Company] will pay for the time lost because of a work-related accident during the remainder of 
the normal workday in which the accident occurs, Workers’ Compensation payments for lost wages aren’t 
made for the first [00 days] that you are unable to work (including weekends). However, if you are 
hospitalized or off work more than [00 weeks, payments will be paid for the first [00 days. 

Employees may return to work following an injury resulting in an absence of more than three days only 
upon presenting a sufficient medical release signed by the employee’s physician. 

Employees returning to work after being absent due to a work-related injury must report to their 
[Manager] prior to beginning work and must bring a doctor’s clearance for returning to work. 

Workers' Compensation Fraud 

The Company will not tolerate Workers’ Compensation fraud under any circumstances. 
Insurance fraud is a felony; any employee found guilty of such conduct may be subject to fines, 

imprisonment, and immediate termination of employment. The Company may grant rewards to those 
employees who provide information leading to the arrest and conviction of a perpetrator. Any such 
information should be reported in confidence to a manager.  
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Recreational Activities & Programs 

Workers’ compensation benefits are not available to employees injured as a result of voluntary 
participation in an off-duty recreational, social or athletic activity not required as part of the employee's 
work-related duties. 

Unemployment Compensation 

 Check with your attorney on your state and local laws regarding Unemployment 
Compensation, and modify this policy accordingly. 

Depending upon the circumstances, employees may be eligible for Unemployment Compensation upon 
termination of employment with [Company]. Eligibility for Unemployment Compensation is determined 
by the Division of Unemployment Insurance of the State Department of Labor. [Company] pays the entire 
cost of this insurance program. 

Unemployment compensation is designed to provide you with a temporary income when you are out of 
work through no fault of your own. For your claim to be valid, you must have a minimum amount of 
earnings determined by the State, and you must be willing and able to work. You should apply for 
benefits through the local State Unemployment Office as soon as you become unemployed. 

Social Security 

The United States Government operates a system of mandated insurance known as Social Security. As a 
wage earner, you are required by law to contribute a set amount of your weekly wages to the trust fund 
from which benefits are paid. As your employer, [Company] is required to deduct this amount from each 
paycheck you receive. In addition, [Company] matches your contribution dollar for dollar, thereby paying 
one-half of the cost of your Social Security benefits. 

Your Social Security number is used to record your earnings. Employees are encouraged to protect your 
Social Security record by ensuring your name and Social Security number on your pay stub and W-2 
Form are correct. You may also want to make sure your earnings statement is accurate each year by 
requesting a Personal Earnings and Benefit Estimate Statement from the U.S. Social Security 
Administration by calling 1-800-772-1213 or you may even access them on-line at www.ssa.gov. 

Profit Sharing Plan 

 Very few companies offer profit–sharing these days – You may want to take out this 
section, but we left it in so you would have the option. 

 More people want a piece of the action – stock in the company – it’s a great way to 
conserve cash and aligns everyone with getting rich the same way. It’s a great practice 
and it just makes sense.  (Scroll-down to see the section below.) We have an app for that: 
Use the [Company] StockOptionsBuilder to produce all the required legal documents. 

 Federal law requires part-time employees who work at least 1,000 hours per calendar year 
be eligible to receive profit sharing benefits, if your company has a profit sharing plan. 

 Don’t go into great detail in the policy. Instead, provide the Summary Plan Description to 
all eligible employees. 
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 Federal law requires employers to distribute the Summary Plan Description to every 
eligible employee. 

According to the [Company] Profit Sharing Plan, [Company] may, at its discretion, grant a profit sharing 
award determined by [Company]’s profitability on a [quarterly / semi-annual / annual / fiscal year] basis. 
The amount of any award represents a fixed percentage of your eligible base earnings (all eligible 
employees receive awards based on the same fixed percentage of their eligible base earnings). 

All regular full-time employees and part-time employees who work at least one thousand (1,000) hours 
per year are eligible to participate in the Profit Sharing Plan once they have completed [three (3) / six (6) / 
nine (9) / twelve (12)] months of employment. Eligible employees who are on the payroll on the last day 
of the fiscal year will receive an award if one is granted. However, employees must remain on the payroll 
on the award payment date. 

Eligible base earnings begin to accrue on the pay period following the completion of [three (3) / six (6) / 
nine (9) / twelve (12)] months of employment, and continue to accrue for the remainder of the fiscal year. 
Payments for any overtime, commissions, or bonuses are not included in eligible base earnings. 

Note: The summary of [Company]’s Profit Sharing Plan. [Company] will give you complete 
details of this plan when you meet the eligibility requirements. 

Retirement Plan 

 Federal law requires that part-time employees who work at least 1,000 hours per calendar 
year be eligible to receive retirement benefits, if your company has a retirement plan. 

 Include a statement of Employee Retirement Income Security Act (ERISA) rights here and 
in your formal retirement plan documents. Check with your attorney for the language and 
disclosures appropriate to your circumstances, and modify this policy accordingly. 

 Summarize when and how the employee becomes qualified for  the retirement plan. 
Optionally, you may also summarize whether an employee contribution is permitted or 
required, and when an employee becomes vested. 

 Refer to the separate description of the plan which should be provided to employees when 
they are hired. 

[Company] has a Retirement Plan to provide eligible employees (those who have completed 
sufficient service) with a monthly pension benefit upon retirement. All regular full-time 
employees and part-time employees who work at least one thousand (1,000) hours per year are 
eligible to participate in the Retirement Plan. Participation in the Plan begins on [your date of 
hire / the first day of the month following your date of hire / the completion of your 

Introductory Period]. 

The details regarding [Company] and employee contributions, vesting, administration, and investments 
are provided in the Summary Plan Description, which was given to you [along with this Employee 
Policies Handbook / when you were hired / during your new employee orientation]. 

Statement of Employee Retirement Income Security Act (ERISA) Rights 

As a participant of [Company]’s plan, you are entitled to certain rights and protections under the 
Employee Retirement Income Security Act of 1974 (ERISA). ERISA provides that all plan members shall 
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be entitled to: 

 Examine all plan documents, at the plan administrator’s office, without charge. This 

includes insurance contracts and copies of all documents filed by the plan with the U.S. 

Department of Labor. Examples of this include detailed annual reports and plan 

descriptions. 

 Obtain copies of all plan documents and other plan information upon written request to the 

plan administrator. The administrator may make a reasonable charge for the copies. 

 Receive a summary of the plan’s financial report. The plan administrator is required by law 

to furnish each member with a copy of this summary annual report. 

 
In addition to creating rights for plan members, ERISA imposes duties upon the people who are 
responsible for the operation of the employee benefit plan. The people who operate your plan, called 
“fiduciaries” of the plan, have a duty to do so prudently and in the interest of you and other plan members 
and beneficiaries. No one, including your employer, may terminate you or otherwise discriminate against 
you in any way to prevent you from obtaining a welfare benefit or exercising your rights under ERISA. If 
your claim for a welfare benefit is denied in whole or in part, you must receive a written explanation of 
the reason for denial. You have a right to have the plan reviewed and your claim reconsidered. 

If you have any questions about your Plan, you should contact the Plan Administrator. If you have any 
questions about this statement or about your rights under ERISA, you should contact the nearest Area 
Office of the U.S. Labor-Management Services Administration, Department of Labor. 

Credit Union Membership 

 All of these sample policies are optional. Include only those policies that meet the needs of 
your company and modify the text as necessary.  

 Very few companies offer this benefit, but here’s what you can say if you do… 

As an employee of [Company], you are eligible for membership in the [enter the name of your company’s 
credit union] Credit Union. Membership can enable you to borrow money at low interest rates. You may 
also save money and maintain an IRA account with the credit union. Ask your [Manager] for details on 
how to join the credit union. 

Education Assistance 

 An option you may use when offering this benefit is to have the employee pay for the class 
and books and then reimburse upon completion of the course.   

 If your company is seeking ISO certification, all employees need to be continuously trained 
and updated in their field. ISO is the name given to a series of generic International 
Standards for quality assurance and management. Developed by the Geneva-based 
International Organization for Standardization, they were first published in 1987. 
Certification is a process whereby an organization may formally demonstrate its 
compliance to the requirements. Such compliance is verified via assessment and audit by 
accredited third parties known as “registrars." 
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 Encourage your employees to attend relevant seminars and courses that directly relate to 
their job functions. Attendance should be based on management approval and budget 
considerations. Ongoing training to enhance skill-set improvement should be supported. 

We feel an individual who possesses a desire to continue their education, in addition to 
performing their full-time job, shows a commitment to improving themselves and their position 
within the company. To encourage and reward these individuals, [Company] offers an 
Education Assistance benefit. 

Full-time employees may continue their education in a related field and [Company] may 
reimburse all or part of the registration and tuition costs up to a maximum of $[250, 500, 1,000 / 

5,000] per year. All courses must be pre-approved by your [Manager]. Once the course is completed, 
submit a certified transcript of grades with receipts for expenses. [Company] will reimburse you as 
described below for the portion of the fees that were pre-approved. This may include fees for registration, 
tuition, books, and additional lab fees.   

Reminder: If you are taking a pre-approved seminar that offers continuing education credit, be sure to 
give your [Manager] a copy of the Continuing Education Credit Certificate (or other document) to include 
in your personnel file. 

In order to qualify for this Education Assistance benefit you must: 

 Advise your [Manager], prior to enrolling for the class, that you intend to take a particular 

course. Your [Manager] will let you know if the course qualifies for the Education 

Assistance Program. 

 The course must be job-oriented and offered by an approved educational institution. 

 The following three (3) requirements are optional; use them only if they meet the needs of 
your company. 

 The amount of course reimbursement is based on the final grade you receive for the 

course, as follows:  

 A = 100% 

 B = 80% 

 C = 60% 

 <C = 0% 

 You must have at least [six (6) months / one (1) year] of full-time service with [Company] 

to be eligible to participate  

 If you are eligible to receive educational benefits from other alternate sources [Company] 

may not reimburse your educational expenses. 

 
In addition to educational assistance for formal education, [Company] may arrange training programs 
which enable you to progress in your technical knowledge of our business. If you become aware of a 
particular seminar that you believe is appropriate for enhancing your skills (and/or those of other 
employees), please bring it to the attention of your [Manager]. Since these seminars are usually offered 
only at specified times within a geographical area, please be sure to notify your [Manager] as far in 
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advance as possible. This way, s/he can attempt to schedule workloads to accommodate your (and/or 
other employees’) desire to attend the seminar. Keep in mind your department’s budget restrictions may 
have an impact on you obtaining approval. 

Employee Purchases of [Company]’s Product 

 Use this policy only if your company sells a product that would potentially be purchased by 
your employees. 

 You may wish to specify days or hours for employee purchases to help control purchases 
and give management more accountability. 

 Abuse of the Employee Purchase Policy and “no charging” customers are serious forms of 
business theft. Employees may consider discount abuse acceptable, because discounting 
may not be considered “stealing.” Compounding this perception is the fact that companies 
often promote a discounting program without nearly enough emphasis on the program’s 
limitations. One way to demonstrate your concerns is to distribute a memo specifically 
addressing the issue of discounting. 

As an employee of [Company], you are entitled to purchase merchandise at [for 
example, ten (10)] percent above [Company]’s cost, plus tax and freight, if applicable. 
What you buy must be for your own personal use or that of your immediate family and 
not for resale or use by others.  

Employees giving discounts to friends is one of the most common abuses any company 
can face - we understand that it can be tempting to give friends a “good deal.” 

This is [Company]’s policy concerning employee discounting: 

 The employee purchase privilege is offered for the use of employees and the members of their 
immediate family. Under no circumstances should company products be removed from the 
premises unless accompanied by a receipt from [Company]. Employees are permitted to buy 
company products at a discount for personal use but it is an abuse of the employee purchase 
privilege to buy items from [Company] on behalf of people outside your immediate family. 
[Company] considers such behavior a form of theft and violators will be treated accordingly. 

 Merchandise must be checked out by someone other than you. The purchase may be paid for by 
check (with invoice number on the check) or charged to [Company]. If you charge the purchase to 
[Company], you must pay the account in full within thirty (30) days or the outstanding balance will 
be deducted in full from your next paycheck. Non-stock items must be paid for in advance and are 
not returnable or exchangeable. 

We must continually work together to remove the threats posed by unauthorized employee purchasing. 
This is a priority at [Company].  

Stock Options 

 More people want a piece of the action – stock in the company – it’s a great way to 
conserve cash and aligns everyone with getting rich the same way. It’s a great practice 
and it just makes sense. We have an app for that: Use the [Company] 
StockOptionsBuilder to produce all the required legal documents. 

All employees of [Company] are eligible to receive options to purchase stock in 
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[Company]. It’s one more way [Company] can reward you for your continued support, contributions and 
long-term commitment. We want you to feel the ownership and enjoy the reward of staying the course 
and helping to build [Company].   

Ask your [Manager] about the [Company] Stock Options Plan. 

 Read more about how to effectively allocate stock options in Andy Rachleff’s article: The 
Right Way to Grant Equity to Your Employees 
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PPaaiidd  TTiimmee  OOffff  
 

““SSiicckknneessss  iiss  tthhee  vvaaccaattiioonn  ooff  tthhee  ppoooorr..””  

~ Apollonaire  
 

 As a business owner/leader you need to determine what you will offer to employees for 
time away from work. Note that this is not required by law and should be considered based 
on the financial success and stability of your business. If you decide to give time away 
from work you need to decide will you combine paid time off into one category or will you 
separate it into sick and vacation time? It is easier to categorize all time away from work 
as paid time off which can be used for vacation, illness, personal appointments or religious 
holidays that are not covered in paid holiday time off. 

 Companies must also determine the eligibility for paid time off and/or vacation. Will you 
provide time off to full time and/or part time employees?  

 Paid time off/vacation policies must be considered for the long term. Will it help to attract 
and retain employees? Will you be able to continue to offer this in the future? Most 
companies offer two (2) weeks vacation or 10 days of paid time off after one (1) year of 
employment three (3) weeks of time off after five years of service, and four (4) weeks’ of 
paid time off or vacation after 10 years of service.   

 There are a variety of elements that must be considered when crafting a paid time off plan: 

 Will you combine paid time off into one category (recommended) or will you separate it 
into sick and vacation time? 

 Will time off  be accrued each pay period or awarded at one time of the year i.e. 
anniversary date or at the beginning of the year? Note, if an employee  

 Will vacation be administrated on a calendar year (prorated with everyone starting fresh in 
January or at the beginning of the fiscal year) or by anniversary?  

 Can employees carry over any unused vacation time? 

 May employees borrow any time that they have not yet accrued?  

 Buying/selling days 

 Determine if your company will buy back PTO days that are unused. This usually occurs at 
the end of the calendar year and for a set number of days, i.e. maximum five days. If the 
company will not buy back days then employees will have PTO that they either lose at the 
end of the calendar year or carry over. Decide which approach is right for you?  

About Our Paid Time-Off Program 

 We encourage you to offer paid time off (PTO) instead of vacation, sick and personal 
days. Not only is PTO beneficial in terms of administrative ease, it also enables employees 
to not call in sick when they actually want a “day off”.  
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 If you are considering changing your current vacation and sick time policies and 
implementing a PTO system, consider taking two-thirds of the total vacation, sick, and/or 
personal time which employees are currently eligible to accrue as the total number of PTO 
days offered.  

 If you choose to combine all personal, sick, and vacation time into PTO, use this verbiage 
and delete the ‘Vacation & “Sick Days” paragraphs below. If you choose to go the 
Personal Time, Sick Time Vacation route, delete all references to PTO   

[Company]’s Paid Time Off (PTO) Program combines personal, vacation, sick time and 
other time off not otherwise covered by the company’s leave policies into one total PTO 
bank. PTO may be taken as vacation time, to allow you to rest, relax, and pursue special 
interests. So, instead of receiving a fixed amount of time for each type of paid time off, you 
can access a pool of days (all of which are considered your PTO days) to use as you see fit. 

You can use your accrued PTO for vacations, in case of your illness or that of a family member, for 
personal matters, to participate in personal interests, or for religious observances.  

PTO may also be used during an employee’s own illness, to care for an ill child, or for medical, legal or 
other personal business appointments which can only be scheduled during business hours. [Company] has 
provided PTO as one of the many ways in which we show our appreciation to our employees, whom we 
view as our primary customers. 

 If you choose to maintain vacation and sick time, delete the verbiage above and below.  

 The following paragraphs work for either PTO or vacation and edit accordingly  

How Our PTO Plan Works 

 Will it be accrued or awarded? That is, will time be accrued each pay period, and if so how 
much? How soon can it be utilized and when and how will it increase? (For example: . You 
begin to accrue Paid Time Off your first day of employment with the company and may 
accrue up to 80 hours of PTO during your first year of work. You are not eligible to take 
any accrued paid time off until you have worked for the organization for 90 days. You may 
request time off prior to 90 days and if granted it will be unpaid time. Typical policies define 
the numbers of hours that will be accrued each pay period, i.e. 3.08 hours each bi weekly 
pay period (based on 26 payrolls). The PTO may increase after three, five or ten years.   

 If the employee is a full time (40 hour) salaried or non-exempt employee the time accrued 
will be consistent each pay period.  If the employee is a variable, non-exempt employee 
(For example, 25 hours per week, you can determine that PTO may not be eligible to 
these PT employees. There is no requirement to offer Paid Time Off to employees and it is 
determined based on your mission and the desired culture of your organization.  

 It is recommended that you accrue Paid Time Off versus awarding a “lump sum” amount 
of time at the beginning of a calendar or fiscal year. The reason for this is that the 
employee may receive a lump sum of hours and then give notice and you are legally 
required to pay for accrued but unused PTO depending on language in your handbook.  

PTO ACCRUAL All full time employees of [Company] are eligible to accrue PTO in accordance with the 
terms listed below.  Part time or temporary employees do not accrue PTO. In general, employees may use 
PTO only after it is accrued. In some cases, however, your manager may approve a request to advance 
PTO, subject to your written agreement to repay any such PTO advanced if your employment should 
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terminate for any reason prior to accruing sufficient PTO to “repay” the amount advanced.  

 -- OR  

PTO AWARD Eligible employees will be awarded Paid Time Off hours once a year, on January 1st. New 
employees hired before June 1st will receive upon commencement of employment the total first year 
award of ten days of PTO, which is available following an eligibility period of 90 days. Those hired 
between June 1st and October 1st will receive five days of PTO, also available after 90 days. Anyone 
hired after October 1st will be eligible to receive PTO at the beginning of the next calendar year. PTO 
hours may be used for vacation, illness, family illness, medical leave, doctor appointments or 
emergencies.  

 Language for Accruing by Anniversary Year: 

 PTO accrual begins on your first date of employment. All earned PTO time should 
generally be taken within the 12-month period of accrual, and ½ day increments 

 Language for Accruing by Calendar Year: 

The PTO program is administered on a calendar year basis. You accrue 1/26 of your annual PTO after 
each full pay period ( or 1/24 or1/52 depending on the pay cycle). In the calendar year in which you reach 
a service anniversary date that changes the amount of PTO for which you are eligible, you will begin 
accruing at the higher rate in the pay period that includes the anniversary.  

An example of a PTO chart: 

Length of Employment PTO Hours Awarded January 

Up to first calendar year  Prorated, if hired before October 1 

Beginning of first full calendar year 10 days or 80 hours 

Beginning of fifth full calendar year 15 days or 120 hours 

Beginning of tenth full calendar year 20 days or 160 hours 

 

Whenever possible, your manager must approve PTO two weeks in advance. Your manager will approve 
requests for PTO based upon operational requirements and business needs; consequently, PTO used for 
personal purposes may have to be deferred. PTO will be tracked to ensure that you are using your time off 
in accordance with this program. Your PTO accrual rate depends on your length of employment with 
[Company: 

Remember, your paid time off accrual will be accrued based on the pay cycle; bi weekly, semi monthly, 
weekly, etc. You will accrue time based on the number of hours worked during that pay period. 

PTO Policies 

Except in the instance of illness, all PTO must be scheduled in advance with your [Manager]. Every effort 
will be made to grant your request for PTO at the time you desire. However, PTO cannot interfere with 
your department’s operation and therefore must be approved by your [Manager] in advance. If any 
conflicts arise in requests for PTO, preference will be given to the first employee who requests the time 
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off. 

Normally, only accrued PTO may be taken. You may not receive advance PTO pay (for time off taken in 
excess of your PTO accrual balance) without written authorization from your [Manager]. Such 
authorization is at the discretion of your [Manager], and must be granted in advance of your time off. Any 
amount of advance PTO paid but not yet accrued at the time of termination of employment, will be 
deducted from your final paycheck. 

Paid Time Off is not accrued during an approved leave of absence. If you have unused and accrued PTO 
hours upon termination of your employment with [Company], you will be paid for that time at your 
regular base hourly raton your final paycheck. 

 FYI, [Company] offers a employee records database management system call 
HRFileBuilder that can help you administer these details. 

Can employees carry over any unused vacation or PTO time? If so, how much carryover and for how 
long? A common recommendation is to allow people to carry over no more than half of what they would 
accrue in a year i.e.  for those who earn two weeks a year, they could carry over one week. 

 You can also define the time frames in which carryover is allowable, such as anything 
carried over must be used in the first quarter of the following calendar year. Employees 
must understand that any unused time will be lost.    This rule may not apply if the 
employee was prohibited from taking their PTO due to the needs of the business. Any 
exceptions of this type should be in writing. 

Carryover of Paid Time Off 

 CARRYOVER LANGUAGE 

Although we encourage employees to take their vacation (or PTO) some time may be carried over.. 
Employees who are on an approved leave of absence do not accrue vacation time during the leave. 

Once the maximum amount of PTO  (or vacation) has been reached, no additional PTO will be earned 
until some of the accrued PTO is used, thereby reducing the amount of an employee’s earned PTO or 
vacation. If you are not able to take the time due to the needs of the business (as defined by your 
[Manager]), the company will determine options for future use.  

Employees on an unpaid leave ofabsence do not accrue PTO during the period of the leave. Please consult 
the applicable leave of absence policy in this handbook or contact your [Manager] or the [CEO] for 
further information. 

 -- OR –  

 NO CARRYOVER LANGUAGE 

Employees must use accrued or awarded Paid Time Off or vacation during the calendar year it has been 
given. Any paid time off that has not been used by the end of that year will be forfeited.  

Borrowing of Paid Time Off 

 Employees may borrow up to three days of PTO or vacation that has not yet been accrued 
with the understanding that if they leave the company under any circumstances before the 
used time off has been accrued, the amount will be deducted from their final paycheck. 

 NO BORROWING LANGUAGE 
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Paid Time Off is not available to be taken until it is accrued. Paid Time Off taken in advance of accrual 
will be unpaid.  

 Only applies to PTO, not vacation/sick time off 

You may use your time off for whatever purpose you wish. You may not take more than one week at a 
time. PTO must be requested in advance. Do not make any firm plans until you have received approval 
from your manager. Plan the use of your PTO benefit carefully. For example, if you schedule a vacation 
but you exhaust your accrued PTO benefit for some reason (due to illness or for other reasons) before the 
scheduled vacation begins, depending upon your manager’s decision, you may not be able to take the 
vacation. 

PTO & Termination of Employment 

See state information below under vacation. 

If your employment with [Company] terminates for any reason other than misconduct, you will be paid 
accrued and unused PTO in accordance with state guidelines. If you have used more PTO than you 
accrued, you are required to pay back the overused balance at the time of your termination.  

Paid Holidays 

 A company is not obligated to provide any paid holidays to employees. You may change 
this policy from year to year based upon the revenue of the business and timing of 
holidays.  However, employers should make effort to reasonably accommodate the 
religious practices of their employees by allowing time off for religious days that the 
employee observes, unless such accommodation would impose an undue hardship on the 
employer. 

 If the company decides to offer a Floating Holiday you must clearly communicate when an 
employee is eligible to take the “floater”. If the floating holiday may be taken at any time, 
for any reason it should be treated similar to PTO or vacation time which accrues and may 
be required to be paid out at termination, if unused.  However, if the floating holiday is tied 
to a specific event, such as the employee’s birthday or anniversary date, it is treated as a 
holiday and is not required to be paid out at termination. In effect, how an employer 
defines a floating holiday is critical to whether unused days must be paid out at the end of 
the employment relationship. 

 The company can also give part-time employees pro-rated holiday pay based on the 
number of hours the part-time employee is scheduled to work on the holiday or as an 
average number of hours.  

Regular full-time employees and part-time employees on a pro-rated basis] are eligible for the following 
holidays. [Company] observes [nine (9)] paid holidays each calendar year. These are typical holidays 
offered in companies, and include; 

 New Year’s Day 

 Memorial Day 

 Fourth of July 

 Labor Day 

 Thanksgiving  

 Day After Thanksgiving 

 Christmas Eve 

 Christmas Day  
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 New Years Eve 

 New Years Day 

 Other possible paid company holidays 

may include: Good Friday, 

Washington’s Birthday, Floating 

Holiday(s), Martin Luther King’s 

Birthday, etc. (Modify the list of 

holidays to suit your company policy.) 

 

Holiday observance will be announced in advance. All employees who are regularly scheduled to work xx 
or more hours per week are eligible for holiday pay. Holiday pay is prorated based upon the hours per 
week you are regularly scheduled to work. Temporary employees are not eligible for holiday benefits. If a 
holiday falls on a day when you are regularly scheduled to be off, you will still receive the holiday pay. 

 (This is at the discretion of the company). 

Due to the nature of our business, it may be necessary for some of our employees to work on a holiday. If 
this occurs, those non-exempt employees required to work will be paid a maximum of eight (8) hours 
holiday pay, plus their regular rate of pay for the hours worked (plus any applicable overtime). Exempt 
employees required to work on a company holiday will receive an alternate day off in lieu of the holiday. 
The manager must approve the alternate day off [if it applies]. 

In order to be eligible for holiday pay, employees are required to work the day before and the day after 
the holiday, according to their individual schedule. The only exception to this is a situation where an 
employee has received prior approval from their manager  to use PTO. Employees on a leave of absence, 
whether paid or unpaid, are not eligible to receive holiday pay. 

Holiday pay is not considered time worked, and is not used to compute overtime for the week. If an 
employee terminates employment for any reason, holiday pay will not be paid out for any holidays that 
occur beyond the date of termination. Should an exempt employee work on a holiday with an alternate 
day off scheduled, but terminates employment prior to taking the day off, the employee will receive 
compensation for that day. Questions regarding this policy should be referred to your manager. 

Holiday Policies 

You may take paid time off to observe religious holidays. If available, a full day of unused [vacation / 
sick / paid time off / personal] leave may be used for this purpose, otherwise you will not be paid for this 
time off. Please schedule the time off in advance with your [Manager]. 

Personal Time Off 

 If you are going to implement the PTO only policy, you may delete the gray highlighted 
sections below. 

 If your company elects not to implement a PTO policy, you may consider granting a 
specified amount of time off for personal matters each year, and calling it Personal Leave. 
Two (2) to five (5) days per year is the typical number of days given. Give employees the 
option of accumulating a reasonable number of days (ten (10) or twenty (20)) for the 
future, or create a payback system for those who don’t abuse the privilege. 

 Companies who permit time off only for illness or injury often learn that employees will 
take time off for urgent personal matters anyway. Granting personal leave at least gives 
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you the right to expect reasonable advance notice when an employee will not be at work, 
and helps prevent employees from abusing sick leave benefits. 

 Don’t let an employee’s personal leave accrue during an extended leave of absence. 

 Please choose one (1) of the following two (2) options for your Personal Leave Policy. 

Regular full-time employees and part-time employees working a minimum of [fifteen (15) / twenty (20) / 
twenty-five (25)] hours per week are eligible to accrue personal leave on a pro-rated basis. Personal leave 
hours begin accruing [on your hire date / after completing your Introductory Period). 

 -- OR -- 

Only regular full-time employees are eligible to accrue personal leave. Part-time employees are not 
eligible. Personal leave hours begin accruing [on your hire date / after completing your Introductory 
Period]. 

Amount of Personal Leave 

A simple formula for calculating earned personal leave for full-time employees is as follows: 

number of personal / 12 months = number of personal leave 

leave hours per year per year hours accrued per month 

Example: 

24 personal leave / 12 months = 2 personal leave hours 

hours per year per year accrued per month 

Modify the following chart by inserting the computations from above in the spaces below. 

Years of  Monthly Accrual   Total Accrual 

Employment Rate (In Hours)  Per Year (In Days) 

[Less than five (5) years] [monthly accrual]  [total accrual] 

[Five (5) to ten (10) years] [monthly accrual]  [total accrual] 

[More than ten (10) years] [monthly accrual]  [total accrual] 

 

You are eligible to take [two (2) / three (3) / four (4)] days of paid personal leave during each year. 

Personal Leave Policies 

If you are a non-exempt employee, you may use your personal leave in units of no less than [(one (1) / 
two (2) / three (3) / four (4)] hours at any one time. [Company] offers you this personal leave benefit to 
accomplish personal business that cannot be done during time other than your normal working hours. You 
are required to request personal leave from your [Manager] in advance and obtain her/his approval. 

Employees going on an unpaid disability leave of absence may apply their personal leave at the time the 
leave starts if they wish. 

If you are on an approved leave of absence for less than thirty (30) days, your personal leave eligibility 
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will not be affected; should the leave extend beyond thirty days, personal leave will not continue to 
accrue. 

In the event of an illness or injury which is covered by workers’ compensation insurance, this personal 
leave policy will not apply. 

Accumulation Rights 

Please choose one (1) of the following three (3) options for your Personal Leave Policy. 

Accrued personal leave may be carried over and accumulated from year to year, up to a maximum of [five 
(5) / ten (10) / fifteen (15)] days. At the time of termination of employment, any unused personal leave 
will be [paid at your base rate / paid at half of your base rate / canceled out and not paid for]. 

 -- OR -- 

Personal leave not used during a year will be paid for at your base rate at the end of the year. 

 -- OR -- 

Personal leave may not be carried over and accumulated from year to year. Personal leave not used during 
a year will be canceled out and not paid for.  

Sick Time 

 If you go with PTO to cover both sick time as well as vacations, you can delete this entire 
shaded section. 

Full-time employees, after 90 days of employment, will earn one sick day per quarter 
their first year. Then on their anniversary date of hire each year, full-time employees will 
receive four days of sick time for their use over the next 12 months. Sick time may also 
be used to assist your families with their well-care. Sick days not taken are not paid and 
do not accumulate if not used.  

 An employer is not required by law to provide paid sick leave, but may be required to 
provide unpaid leaves for a qualifying serious health condition and/or for on-the-job injuries 
or illnesses. If your company employs more than fifty (50) employees, you may be 
required to provide family care and medical leave to certain employees. – See Below “Sick 
Leave” under “Unpaid Leaves of Absence” 

 Usually employees must complete the Introductory Period before becoming eligible for 
paid sick leave. Make sure this policy mirrors information in your Introductory Period 
description. For non-exempt employees, allowing sick time to be used in two (2) hour 
increments is also customary; someone just seeing a doctor need not lose a full day of 
work. For exempt employees, however, we advise not deducting sick leave from an 
employee’s salary for personal absences of less than one (1) day at a time. Otherwise, 
according to the FLSA, the exempt employee could lose his/her exempt status and your 
company could suffer penalties for misclassification. 

 Employers should strongly consider requiring medical verification of illness or reserving 
the right to do so. 

 Please choose one (1) of the following two (2) options for your Sick Leave Policy. 

Regular full-time employees and part-time employees working a minimum of [fifteen (15) / twenty (20) / 
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twenty-five (25)] hours per week are eligible to accrue paid sick leave on a pro-rated basis. Sick leave 
hours begin accruing [on your hire date / after completing your Introductory Period]. 

 -- OR -- 

Only regular full-time employees are eligible to accrue sick leave. Part-time employees are not eligible. 
Sick leave hours begin accruing [on your hire date / after completing your Introductory Period]. 

Amount of Sick Leave: 

 A simple formula for calculating earned sick leave for full-time employees is as follows: 

 number of sick leave / 12 months = number of sick leave hours 

 hours per year per year, accrued per month 

 Example: 

 40 sick leave hours / 12 months = 3.33 sick leave hours 

 per year per year accrued per month 

 Modify the following chart by inserting the computations from above in the spaces below. 

Years of  Monthly Accrual  Total Accrual 

Employment Rate (In Hours)  Per Year (In Days) 

[Less than five (5) years] [monthly accrual]  [total accrual] 

[Five (5) to ten (10) years] [monthly accrual]  [total accrual] 

[More than ten (10) years] [monthly accrual]  [total accrual] 

 Sick Leave Policies – if you provide PTO this section is not necessary. If vacation then you 
would probably want to offer sick leave in addition to vacation time.  

If you must be absent from work because of a personal illness, you may be eligible to accrue sick leave at 
the rate of [number of days per month] days per month of continuous service, up to [number of days per 
year] days per year. 

If you are a non-exempt employee, you may use your sick leave in units of no less than [one (1), two (2), 
four (4)] hours at any one time. Please let your [Manager] know that you will be absent from work due to 
illness as early as possible. Normally, only accrued sick leave may be taken. 

In addition to utilizing sick leave in the event of your own illness, sick leave may also be used for the 
purpose of visiting doctors, dentists or other recognized practitioners. Sick leave may also be used for the 
purpose of tending to a serious illness suffered by a member of your immediate family, in the event the 
illness requires your personal time and attention. For purposes of this policy, immediate family includes 
spouse, child, parent, or sibling living in your home. 

[Company] may, in its sole and absolute discretion, require a doctor’s certificate verifying the necessity 
for absence(s) and the specific illness, injury, or other disability to which the absence is attributed. 

In the event of an illness or injury which is covered by workers’ compensation insurance, this Sick Leave 
Policy will not apply, but will defer to state statutes. 

Accumulation Rights 

 Most companies do this...  

Sick leave may be carried over and accumulated from year to year, up to a maximum of [ten (10) / fifteen 
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(15) / twenty (20)] days. At the time of termination of employment, any unused sick leave will be 
forfeited. 

 -- OR -- 

Sick leave may not be carried over and accumulated from year to year. Sick leave not used during the 
year will be forfeited. 

Vacation 

 If your company has chosen to implement a PTO leave policy, please disregard and 
delete the Vacation, Sick and Personal leave policies as these are all rolled into the 
PTO policy 

 Vacation benefits are not required by any state or federal law. 

 Policies need to identify eligible employees and must describe the rate of accrual, as well 
as the minimum increments in which vacation may be used. Policies should also include a 
provision which puts a ceiling on the number of vacation days that may be accrued. 

 If an employer permits employees to take vacation time before it is earned, it is considered 
a salary advance. If the employee then terminates his/her employment before accruing the 
advanced vacation, the employer is permitted to deduct from the employee’s final 
paycheck the amount of pay for the unearned vacation time ONLY IF the employee was 
informed in writing that the unearned vacation pay would be deducted from the final 
paycheck. As such, including this information in the vacation policy will fulfill this function. 
A written acknowledgment at the time the vacation advance is requested, is advisable. 

 Vacation should be pro-rated for part time employees. 

Vacation is a time for you to rest and relax. [Company] has provided paid vacation as one of the many 
ways in which we show our appreciation for your work, knowledge, skills, and talents; all of which 
contribute to make [Company] a leader in its field. 

 Please choose one (1) of the following two (2) options for your Vacation Policy. 

Regular full-time employees and part-time employees working a minimum of twenty-five (25)] hours per 
week are eligible to accrue paid vacation on a pro-rated basis. Vacation hours begin accruing [on your 
hire date / after completing xx days]. 

 -- OR – 

Only regular full-time employees are eligible to accrue vacation. Part-time employees are not eligible. 
Vacation hours begin accruing [on your hire date / after xx days]. 

Amount of Vacation 

 If vacation policies are not competitive, employers will not attract high-caliber employees. 
Nearly every company offers two (2) weeks vacation after one (1) year of employment. 54 
percent offer three (3) weeks off after 5-7 years on the job, while 38 percent furnish this 
benefit after only 1-4 years. 48 percent of those companies surveyed grant four (4) weeks’ 
vacation after 8-10 years, but 27 percent require 15-20 years of service. Five (5) weeks off 
is afforded by only ten (10) percent of the firms, with 87 percent requesting 15-25 years of 
employment first. 
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 With exceptions for management and executive personnel, the majority of companies use 
longevity as the basis for determining vacation time. 

Eligible employees accrue vacation for each year of service. The vacation accrual rate is based on length 
of employment, as follows: 

 A simple formula for calculating earned vacation for full-time employees is as follows: 

 number of vacation hours per year /number of pay periods (24 or 26) = number of vacation 
hours accrued per month 

 Example: 

 80 vacation hours per year / 24 pay periods (bi weekly) = 3.33  vacation hours accrued per 
month 

 Modify the following chart by inserting the computations from above in the spaces below. 

Years of  Monthly Accrual  Total Accrual 

Employment Rate (In Hours)   Per Year (In Days) 

[One – Four (4) year] [pay period/monthly accrual]  [total accrual] 

[Less than five (5) years] [pay period/ monthly accrual]  [total accrual] 

[Five (5) to ten (10) years] [pay period/ monthly accrual]  [total accrual] 

Vacation Policies 

[Company] will always try to let you use your vacation time as desired, but vacations cannot interfere 
with your department’s operation. Therefore, your vacation must be approved by your [Manager] at least 
[two (2) weeks / three (3) weeks / one (1) month] in advance. If any conflicts arise in vacation requests, 
preference will be given to the employee with the longest length of continuous service. 

Normally, only accrued vacation may be taken. You may not receive advance vacation pay (for vacation 
time taken in excess of your vacation accrual balance) without written authorization from your 
[Manager]. Such authorization is at the discretion of your [Manager], and must be granted in advance of 
your vacation. Any amount of advanced vacation paid but not yet accrued at the time of termination of 
employment will be deducted from your final paycheck. 

All vacation time must be taken in [half day/full day/full week] increments, unless otherwise authorized 
in writing. Specific vacation dates must be approved by your [Manager]. Your [Manager] has the 
responsibility to maintain adequate staffing levels and has the authority to limit the approval of vacation 
requests in order to meet operational needs. Requests will normally be granted as long as your absence 
will not seriously affect [Company]’s operations. Usually, only one employee may be out on a vacation 
day in a department at any one time. 

Accumulation Rights 

 An employer may require that employees take their vacation within a specified period. 
However, an employer may not force employees to lose accrued vacation if they fail to use 
it by a specific date. Instead, employers are advised to establish a “cap,” defined as the 
maximum number of vacation hours that may be accrued. When the maximum number of 
hours has been reached, the employee does not accrue any more until the employee uses 
the vacation hours and the accrued time drops below the established cap. 
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 Caps often used by employers are one and a half or two (2) times the annual accrual rate 
(for example, three (3) or four (4) weeks for an employer granting two (2) weeks of 
vacation per year). 

Employees are encouraged to use their vacation to take regular time off each year. If they do not, vacation 
will accrue until the employee has reached a maximum of [twenty (20) / twenty-five (25) / thirty (30)] 
vacation days. At this point, no further vacation will be accrued until the employee uses vacation hours 
equal to the amount accruable during one month. 

Exceptions to this policy may be made in unusual circumstances. Each case will be viewed on an 
individual basis by management. 

Vacation Time & Termination of Employment 

 California - 227.3 Lab. Unless otherwise provided by a collective-bargaining agreement, 
whenever a contract of employment or employer policy provides for paid vacations, and an 
employee is terminated without having taken off his vested vacation time, all vested 
vacation shall be paid to him as wages at his final rate in accordance with such contract of 
employment or employer policy respecting eligibility or time served; provided, however, 
that an employment contract or employer policy shall not provide for forfeiture of vested 
vacation time upon termination. The Labor Commissioner or a designated representative, 
in the resolution of any dispute with regard to vested vacation time, shall apply the 
principles of equity and fairness.  

 Under California statutory and case law, a "use it or lose it" vacation policy, which 
authorizes the forfeiture of unused vested vacation pay within a specified time period, is 
prohibited. However, employers are allowed to have a policy that limits the amount of 
accrued vacation and the amount that can be carried-over from year to year.] 

 Florida - The state of Florida doesn’t currently have a provision regarding payment of 
vacation benefits, however, it has been interpreted by court that a potential connection 
exists between vacation pay and state statutory definitions of "wages," possibly alluding to 
an obligation that, absent a business policy clearly stating otherwise, payment of vacation 
may due upon termination . 

 Illinois - 820 ILCS 155/2 Any person having wages due and unpaid from any lessee shall 
have a right of action in the name of the State of Illinois on the relation of such person on 
such bond, from the date the same are due and in any suit brought thereon such person 
shall, when judgment is rendered for such wages, also have judgment for the costs of suit 
and attorney's fees. 

 Michigan - 820 ILCS 115/5 Every employer shall pay the final compensation of separated 
employees in full, at the time of separation, if possible, but in no case later than the next 
regularly scheduled payday for such employee. Where such employee requests in writing 
that his final compensation be paid by check and mailed to him, the employer shall comply 
with this request. Unless otherwise provided in a collective bargaining agreement, 
whenever a contract of employment or employment policy provides for paid vacations, and 
an employee resigns or is terminated without having taken all vacation time earned in 
accordance with such contract of employment or employment policy, the monetary 
equivalent of all earned vacation shall be paid to him or her as part of his or her final 
compensation at his or her final rate of pay and no employment contract or employment 
policy shall provide for forfeiture of earned vacation time upon separation. 
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 New York – 195. Notice and record-keeping requirements. Every employer shall: 5. notify 
his employees in writing or by publicly posting the employer's policy on sick leave, 
vacation, personal leave, holidays and hours. 6. notify any employee terminated from 
employment, in writing, of the exact date of such termination as well as the exact date of 
cancellation of employee benefits connected with such termination. In no case shall notice 
of such termination be provided more than five working days after the date of such 
termination.  

 The state of New York doesn’t currently have a provision regarding payment of vacation 
benefits, however, it has been interpreted by a court that under the "wages" definition, 
vacation pay is included as a "wage supplement," and thus it may be due upon 
termination. 

 Vested or accrued vacation benefits cannot be forfeited -- when an employee quits or is 
terminated, all accrued and unused vacation benefits must be paid in the final paycheck. 

If you have unused vacation days upon the termination of your employment with [Company], you will be 
paid for that time at your regular base hourly rate in accordance with state guidelines. 

If you have used more Vacation than you accrued, you are required to pay back the overused balance at 
the time of your termination.  
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PPaaiidd  LLeeaavveess  ooff  AAbbsseennccee  
 

 The most common types of paid leaves are holidays, sick, vacation, and Paid Time Off, if 
applicable. Any time an employee is not working (for whatever reason, including disability) 
and is still getting paid is considered to be a paid leave. In the interest of remaining 
competitive and in creating a healthy and productive work environment, we encourage 
employers to provide a rich array of paid leave plans. 

 

In the interest of maintaining a healthy balance between work and home, [Company] offers eligible 
regular [full-time and part-time employees / full-time employees and part-time employees on a pro-rated 
basis] paid time off. 

Time off is paid using your base hourly rate, excluding shift premiums and overtime compensation, if 
any. 

Bereavement / Funeral Leave 

 You are not obligated to provide bereavement leave, but if you do, be sure to define what 
constitutes family members and if a death certificate is required to receive paid time off. 

Regular full-time employees may be eligible for a paid absence to attend the funeral of the following 
family members: 

 Child of Employee/Spouse/Domestic Partner 

 Grandchild of Employee/Spouse/Domestic Partner 

 Grandparents of Employee/Spouse/Domestic Partner 

 Parent/Legal Guardian of Employee/Spouse/Domestic Partner 

 Relative living in the household of Employee/Domestic partner. 

 Sister/Brother of Employee/Spouse/Domestic Partner  

 Spouse/Domestic Partner 

 
You may take up to 3 scheduled workdays off (depending upon necessary travel) with pay with the prior 
approval by your [Manager]. Please contact the [HR Manager] if you wish to request a Bereavement 
Leave. Additional unpaid time off may be approved on a case-by-case basis. Funeral leave pay will only 
be made to employees for actual time spent away from work for the funeral or its arrangements.  
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Jury Duty / Witness Duty 

 Most states do not require that you pay anything to the employee at all if she/he is called 
for jury duty. In those states, a per diem amount plus expenses is generally paid directly to 
employee/jurors by the state court. This amount may range from $5 to $25 depending on 
the length of service and if the person is actually selected to serve on a jury. We suggest 
letting the employee keep the jury pay, either in addition to or in lieu of their regular pay. 
You may cause the employee to experience negative tax implications by asking that the 
checks be turned over to your company. An option would be to pay the difference between 
the amount of the jury paycheck and the pay they normally would have received. 

 Depending on local laws, you may want to set limits on how many days of jury duty you 
will pay for, if any, and set a qualifying period of employment before you will pay for jury 
leave. 

 Jury duty 

o Ca – 2 hrs paid 

o FL – 2 hrs paid  

o IL – 2 hrs paid  

o MI – none 

o NY – 2 hrs paid 

o TX – 2 hrs if they don’t have time off between polls open  

o WA – 2 hrs paid if not free between polls open 

 New York  N.Y. Jud. Ct. Acts Law § 519 Employers with more than 10 employees must 
pay first $40 of wages for the first 3 days of jury duty.Must notify employer prior to 
beginning jury duty. 

 A number of states (AZ, CO, CT, DC, FL, MA, NY) have shifted to a “one-day, one-trial” 
jury service requirement, under which persons serve for one day or one trial, whichever is 
longer. In such states you may be required to pay regular wages to your full-time 
employee/juror for an initial period ranging from three (3) to five (5) days, should the jury 
service extend that long. Part-time employees are generally not entitled to continued 
wages under these laws. The state court pays nothing to eligible employees during the 
initial period, and then may pay from $25 to $50 per day thereafter. You need not continue 
the employee’s wages after the initial period, although many employers choose to do so, 
requiring that employees turn over their jury duty checks to the company as an offset 
against the salary continuation they are receiving from the company. 

 Because these requirements vary significantly from state to state, and from county to 
county within a state, it is best to call your state or county court or jury administrator’s 
office to clarify specific mandates for both your business’s location and your employees’ 
residences. 

 We suggest letting the employee keep the jury pay, either in addition to or in lieu of their 
regular pay. You may cause the employee to experience negative tax implications by 
asking that the checks be turned over to your company. An option would be to pay the 
difference between the amount of the jury paycheck and the pay they normally would have 
received. 
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 Employers may not discharge or discriminate an employee for taking time off, as required 
by law, to serve on a jury or appear in court as a witness. There is no requirement, 
however, that employers provide a paid leave. 

 [Company] encourages employees to fulfill their civic duty and perform jury service 
when called upon to do so. Employees will be paid their regular compensation while 
on jury duty (less amounts received from the court) up to a maximum of ten (10) 
working days, after which the employee will be placed on an unpaid leave of absence 
until the conclusion of the jury duty service. If you are called for jury duty, you must 

notify your [Manager] of the need for time off for jury duty within forty-eight (48) hours of receipt of the 
jury summons. You may be requested to provide written verification from the court clerk of having 
served. If work time remains after any day of jury selection or jury duty, within reason, you will be 
expected to return to work for the remainder of your work schedule.  

Leave for witness duty is unpaid. Time off will also be unpaid if you are a defendant in a court action or if 
you have initiated such court action.  

On any day or half-day you are not required to serve, if you are temporarily released from jury duty, or if 
you are released from jury duty before the end of our work day, you will be expected to return to work.  

 Please choose one (1) of the following two (2) Jury Duty Policies. 

[Company] will reimburse you for the difference between your jury pay and your regular pay, not to 
exceed eight (8) hours per day, for a maximum of ten (10) business days. 

In order to receive jury duty pay, you must present a statement of jury service and pay to your [Manager]. 
This document is issued by the court. 

 -- OR -- 

[Company] will pay you eight (8) hours of wages per day for a maximum of five (5) days of service, as 
required by state law. 

Sabbatical Leave 

 This policy is optional and at the employer’s discretion. Sabbatical leaves serve to 
encourage employees to make a long-term commitment to your company and may serve 
to give your company a competitive benefits edge. 

 If you choose to offer sabbatical leave, it should be made available to all employees, 
regardless of their status. 

 A popular length for sabbatical leave is four weeks after four years of service. 

Sabbatical leaves are given to employees in addition to other time off. Their purpose is to reward 
employees for staying with [Company] by providing long-term employees extra time off during which 
they may pursue other interests or relax. Every regular full-time employee will be eligible for a paid 
sabbatical leave of [(two (2) / four (4) / six (6)] days beginning the month in which they reach their 
[fourth / fifth / sixth] anniversary with [Company].  

Thereafter, the full-time employee will be eligible for sabbatical leave beginning in the month in which 
they reach the [fourth / fifth / sixth] anniversary since the date they were last eligible for a sabbatical 
leave. 
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Sabbatical leave does not vest or accumulate. It is lost if not taken within twelve (12) months of 
eligibility. Sabbatical leave will not be paid out if the employee leaves [Company] before he/she becomes 
eligible for sabbatical leave, nor will it be paid out in lieu of taking the sabbatical. [Company]’s needs 
will take priority over scheduling of sabbatical leaves. 

School Visits 

 Check with your attorney regarding state laws, as school visit leave is required in certain 
states. 

Parents or legal guardians of school children from kindergarten through grade twelve (12) are allowed to 
take up to four (4) hours of paid time off per school year per child to visit the child’s school. 

See also the School Involvement Policy under Unpaid Time Off below. 

Voting / Election Day 

[Company] encourages employees to fulfill their civic responsibilities by voting. We 
encourage you to exercise your voting privileges in local, state, and national elections. 
However, since the polls are usually open for a sufficiently long period, you are 
encouraged to vote before or after regular working hours. If necessary, you may take up to 
two (2) hours leave from work to vote in a governmental election or referendum. If, 

however; you are unable to vote during non-working hours, please coordinate your leave with your 
[Manager]. 
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UUnnppaaiidd  TTiimmee  OOffff  
 

 

 A leave of absence can actually be paid or unpaid. Under most circumstances, however, 
employees are paid for leaves of absences only if they have accrued time for another type 
of paid leave that can be applied toward an unpaid leave of absence. Under both 
circumstances and if applicable, some policy considerations for employers to consider 
include: 

o the definition of eligible employees;  

o the circumstances justifying the leave;  

o the duration of the leave;  

o reservation of the right to request or a requirement of written medical certification 
for the leave and a medical release before the employee returns to work;  

o a discussion of the use of sick leave and vacation accrual, if any during the 
leave;  

o a discussion of the effect on other benefits, such as health insurance;  

o a requirement that the employee provide advance notice of leaves where 
possible;  

o a statement as to the employee’s right to return to the same or similar position on 
expiration of leave;  

o a provision that on expiration of the approved leave, employment will terminate if 
the employee has not returned;  

o whether part-time work will be available for an employee returning from leave 
who cannot yet work full-time;  

o and any restrictions on subsequent medical leaves. 

Approved Leaves of Absence 

[Company] grants leaves of absence (LOA) to eligible employees in certain circumstances as described in 
this section. In general, a leave of absence is an official authorization to be absent from work without pay 
for a specified period of time. You must notify your [Manager] and the [HR Manager] in writing as soon 
as you become aware of your need for a leave of absence such that the structure of each LOA can be 
further defined. Each request must provide sufficient detail such as the reason for the leave, the expected 
duration of the leave, and the relationship of family members, if applicable.  

[Company] will consider all leave requests in accordance with applicable law and [Company] leave 
policies. Should you commence a leave of absence for any reason, you are required to exhaust all of your 
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accrued but unused PTO at the time leave begins (exceptions may be made on a case-by-case basis). 
Except as specifically provided in connection with a particular LOA, in most cases, benefits such as PTO 
will not accrue while you are on a leave of absence. 

You will be notified as soon as possible whether your leave request is granted or denied. If your leave 
request is granted, you must comply with the terms and conditions of the leave, including the requirement 
to keep in touch with your [Manager] during your leave and give them prompt notice of any change in 
your anticipated return to work date.  

Time off for any reason during a working day will count first against your allotted sick days or personal 
days, as appropriate, in hourly, quarter day, half day or full day increments. Once you have used all of 
your accrued sick or personal days, the time may be counted against your accrued vacation time. 
Thereafter, unless specifically excepted, any time off will be without pay. 

Returning From a Leave of Absence 

Upon timely return from an approved leave of absence, you will be offered the same position you held at 
the commencement of your leave, if that position or a comparable position is available. If neither the 
same nor a comparable position is available, your return to work will depend on job openings existing at 
the time of your scheduled return. There are no guarantees of reinstatement; your return to work depends 
upon your qualifications for existing openings. 

In the case of return from Pregnancy Disability Leave, reinstatement is guaranteed consistent with the 
requirements of those laws. 

Failure to return to work as scheduled from an approved leave of absence or to inform your [Manager] of 
an acceptable reason for not returning as scheduled will be considered a voluntary resignation of 
employment. 

Accepting Other Employment or Going into Business While on Leave of Absence 

It is a violation of [Company] policy for you to accept other employment or apply for unemployment 
insurance benefits while you are on an approved leave of absence, unless authorized and approved by the 
[HR Manager]. The company will treat acceptance of other employment while on a leave of absence from 
your position at [Company] as a voluntary resignation of your employment as of the day on which you 
began your leave of absence. 

There are several types of unpaid leaves for which you may be eligible. 

School Involvement Policy  

 All companies regardless of size will provide time off to a parent or guardian of a child 
suspended from school if the employee is asked to appear at the school.  

 Employers who have 25 or more employees working at the same location are covered by 
California Labor Code, Section 230.8 allowing up to 40 hours leave per school year for 
each employee to participate in a child's school activities.  

 This sentence should be included for companies with employees in California.  

Employees in [California] who are the parent or guardian of a child may be eligible to take 
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unpaid time off from work to participate in activities of the child’s school or licensed day care facility. 
[Company] may require written documentation concerning the activity from the school or licensed day 
care facility. Please contact your [HR Manager] for additional information or to request time off. 

This law provides for leave as follows:  

 Employees who are a parent, guardian or grandparent having custody of one or more 

children in kindergarten or grades 1 to 12 as well as preschool children attending a 

licensed day care facility are covered per calendar year.  

 Employees covered by the law may take off up to 40 hours each school year, not to 

exceed eight hours in any calendar month of the school year, to participate in activates of 

the school or licensed day care facility.  

 Before taking the leave, the employee must give reasonable notice of the planned 

absence to the employer.  

 If both parents are employed by the same employer at the same work site, the planned 

absence applies only to the parent who first gives notice to the employer. The other parent 

may take a planned absence at the same time for the same child only if the employer 

approves the requested time off.  

 The employee must use existing vacation or personal leave for the planned absence or 

may take leave without pay with the employer's approval.  

 If the employer so requests, the employee must provide documentation from the school or 

licensed day care facility as proof that the employee participated in school activities on a 

specific date and at a particular time.  

 Employees will not be discriminated against because the employee has taken time off to 

participate in school activities.  

 

If you need further clarification, please contact your [Human Resource Manager].  

Family / Medical Leave of Absence 

 The federal Family and Medical Leave Act (FMLA) became effective August 5, 1993. The 
final federal regulations were issued on January 6, 1995. This Act requires employers with 
fifty (50) or more employees to provide unpaid family and medical leave to eligible 
employees in certain situations. Family and medical leave is available for:  

 1) the birth of the employee’s child;  
2) the adoption of a child by the employee;  
3) the placement of a foster child;  
4) the care of a parent, spouse or child with a serious health condition; and  
5) the care or treatment of an employee’s serious health condition which otherwise 
prevents the employee from performing the functions of her/his job.  
6) Qualifying exigency (a case or situation that demands prompt action or remedy; 
emergency) leave for families of members of the National Guard or Reserves or of a 
regular component of the Armed Forces.  
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 Generally, employees with at least twelve (12) months’ service and who have completed 
1,250 hours in the twelve (12) months prior to the leave (an average of twenty-five (25) 
hours per week), are eligible for twelve (12) workweeks of unpaid leave in a twelve- (12) 
month period or up to 26 weeks of military caregiver leave to care for a covered service 
member with a serious injury or illness. 

 It is the employer’s responsibility to designate leave as FMLA qualifying and to notify the 
employee in writing in order to count the time off against the legal entitlement. Federal law 
requires that such designation must be made when the employer first learns the reason for 
the leave, and before the leave period ends. Generally, an employer cannot retroactively 
notify an employee that the proposed leave is family and medical leave. Regulations 
specify that employers must respond to a leave request, in writing, within ten (10) working 
days of the receipt of the request. 

 Although not required by law, if you have implemented a Domestic Partner Policy, you 
may wish to consider including domestic partners and parents or children of domestic 
partners into your FMLA Policy 

 FMLA was amended in 2009 adding protected leave for certain types of service-member-
related leave. But what many employers do not know is that there were also important 
changes made to the already existing FMLA rules around several new forms for different 
kinds of FMLA leave and changes some medical certification rules. 

 Those employers subject to the family and medical leave laws should have a policy which, 
at minimum, complies with their legal obligations. In addition, employers are required to 
post a notice in a conspicuous place of the right to request family and medical leave. 

 The family and medical leave laws are complex and require employers to make a number 
of internal policy decisions. Accordingly, employers are urged to contact legal counsel for 
guidance. 

[Company] will not discriminate against employees as a result of the approved use of family care or 
medical leave or a proper request for such leave. Requests for family care and medical leave will be 
considered without regard to race, color, citizenship status, national origin, ancestry, gender, sexual 
orientation, age, religion, creed, physical or mental disability, marital status or veteran status. 

Eligible employees may be entitled to job-protected family or medical leaves of absence if they are unable 
to come to work due to pressing family or medical concerns as described within this Family / Medical 
Leave of Absence Policy, which shall be administered in accordance with applicable state and federal 
laws as follows: 

1. Employees are eligible if they have been actively employed for twelve (12) months, and worked at 
least 1250 hours (an average of twenty-five (25) hours per week) during those twelve (12) months. This 
twelve (12)-month period “rolls back” from the date of leave to the prior twelve (12)-month period. 

2. Employees may request one (1) or more family care or medical leaves, however, the total amount 
of leave taken cannot exceed twelve (12) work weeks in any twelve- (12) month period. You may request 
an intermittent leave or reduced schedule leave to care for a seriously ill family member of if you have a 
serious health condition that warrants such a request. 

3. Qualifying exigency leave for families of members of the National Guard or Reserves or of a 
regular component of the Armed Forces when the covered military member is on covered active duty or 
called to covered active duty. 
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An employee whose spouse, son, daughter or parent either has been notified of an impending call or order 
to covered active military duty or who is already on covered active duty may take up to 12 weeks of leave 
for reasons related to or affected by the family member’s call-up or service. The qualifying exigency must 
be one of the following: 1) short-notice deployment, 2) military events and activities, 3) child care and 
school activities, 4) financial and legal arrangements, 5) counseling, 6) rest and recuperation, 7) post-
deployment activities and 8) additional activities that arise out of active duty, provided that the employer 
and employee agree, including agreement on timing and duration of the leave. 

“Covered active duty” means: 

(a) in the case of a member of a regular component of the Armed Forces, duty during the deployment of 
the member with the Armed Forces to a foreign country; and 

(b) in the case of a member of a reserve component of the Armed Forces, duty during the deployment of 
the member with the Armed Forces to a foreign country under a call or order to active duty under a 
provision of law referred to in section 101(a)(13)(B) of title 10, United States Code. 

The leave may commence as soon as the individual receives the call-up notice. (Son or daughter for this 
type of FMLA leave is defined the same as for child for other types of FMLA leave except that the person 
does not have to be a minor.) This type of leave would be counted toward the employee’s 12-week 
maximum of FMLA leave in a 12-month period. 

4.  Military caregiver leave (also known as covered service member leave) to care for an injured or ill 
service member or veteran. 

An employee whose son, daughter, parent or next of kin is a covered service member may take up to 26 
weeks in a single 12-month period to take care of leave to care for that service member. 

Next of kin is defined as the closest blood relative of the injured or recovering service member.  

The term “covered service member” means: 

(a) a member of the Armed Forces (including a member of the National Guard or Reserves) who is 
undergoing medical treatment, recuperation, or therapy, is otherwise in outpatient status, or is otherwise 
on the temporary disability retired list, for a serious injury or illness; or 

(b) a veteran who is undergoing medical treatment, recuperation, or therapy, for a serious injury or illness 
and who was a member of the Armed Forces (including a member of the National Guard or Reserves) at 
any time during the period of 5 years preceding the date on which the veteran undergoes that medical 
treatment, recuperation, or therapy. 

The term “serious injury or illness”: 

(a) in the case of a member of the Armed Forces (including a member of the National Guard or Reserves), 
means an injury or illness that was incurred by the member in line of duty on active duty in the Armed 
Forces (or existed before the beginning of the member’s active duty and was aggravated by service in line 
of duty on active duty in the Armed Forces) and that may render the member medically unfit to perform 
the duties of the member’s office, grade, rank, or rating; and 

(b) in the case of a veteran who was a member of the Armed Forces (including a member of the National 
Guard or Reserves) at any time during a period when the person was a covered service member, means a 
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qualifying (as defined by the Secretary of Labor) injury or illness that was incurred by the member in line 
of duty on an active duty in the Armed Forces (or existed before the beginning of the member’s active 
duty and was aggravated by service in line of duty on active duty in the Armed Forces) and that 
manifested itself before or after the member became a veteran. 

5. A family leave shall be granted upon the birth or adoption of a child of the employee, or upon the 
serious health condition of the employee’s child, spouse, or parent. 

6. A medical leave shall be granted upon the employee’s own serious health condition. 

7. In appropriate circumstances, we may require you to be examined by a company designated 
physician, at [Company]’s expense. 

8. In the event of a serious health condition to the employee or his/her child, spouse, or parent, 
creating a need for unforeseeable family or medical leave, the employee must provide us with notice, as 
soon as practicable, of any needed time off, and a written doctor’s certificate. The certification must 
include the date on which the health condition occurred, the probable duration of the condition, an 
estimate of the amount of time you need to be off work to care for the family member or for your own 
health condition, and confirmation that the nature of the condition warrants you to be away from work to 
care for yourself or your dependent. 

9. Employees shall be required to give thirty (30) days advance notice in the event of a foreseeable 
medical treatment. To assist us in arranging work assignments during your absence, we ask that you give 
us prior notice, to the extent possible, of an expected birth or adoption, as well as an indication, to the 
extent known, of your expected return date. To facilitate your return to work, we also ask that you provide 
us with two (2) weeks advance notification of your intended return date. Failure to do so may delay your 
return date. 

10. For purposes of this policy, a child is defined as a natural, adopted, or foster child, a stepchild or a 
legal ward. If the child is over eighteen (18), he/she must be unable to care for himself/herself due to a 
serious illness. 

11. A parent is defined as the employee’s or his/her spouse’s natural, adoptive, or foster parent, 
stepparent, or legal guardian. 

12. A serious health condition is defined as a disabling physical or mental illness, injury, impairment, 
or condition involving  

 1) Inpatient care in a hospital, nursing home, or hospice; or  

 2) Outpatient care requiring continuing treatment or supervision from a health care professional. 

13. Leave of absence rights available to you under other sections of our policy shall be counted towards 
the total time off available under this section. 

14. A Family Care Leave that relates to the birth or adoption of a child must be completed within 
twelve (12) months of the birth or adoption. 

15. Upon completion of a leave granted under this section, you shall be reinstated to your original 
position, or an equivalent one. 

16. If, due to your own medical circumstances, you are no longer able to perform your original job, we 
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will attempt to transfer you to alternate suitable work, if available. 

17. You must use any accrued vacation or other accrued paid time off, during your family care or 
medical leave. If the leave is related to your own serious health condition, you must use any accrued sick 
leave during your medical leave. 

18. While on a leave of absence provided for under this policy, we will continue your group health 
insurance benefits under the same terms as provided to other employees, for up to a maximum of twelve 
(12) weeks leave during any one (1) year period. If your leave extends beyond twelve (12) weeks, you 
shall be offered the opportunity to purchase continuing coverage under state and federal COBRA 
continuation rules. 

 Employers are obligated to maintain and pay the employee’s group health care coverage 
for twelve (12) weeks of leave under the same conditions which the employer would have 
paid if the employee had continued working and not gone on leave. If employees are 
required to pay a portion of the premium, employers should include a section informing the 
employee to check with the designated company representative concerning their 
obligation to continue to make their premium payment. 

19. Other accumulated fringe benefits such as retirement, service credits, sick pay, vacation pay, and 
the like, shall be preserved at the level accrued as of commencement of the leave, but shall not accrue 
further during any such leave period. 

20. The pay allowances while on disability leave are based on an employee’s length of service, as well 
as the state in which she/he is employed. Disability laws may vary from state to state, and at all times our 
disability leave policy will be in compliance with the laws of the state in which you are employed. 

21. During a period of disability, you may be eligible for disability pay benefits. Please refer to the 
applicable plan documents for details on eligibility, benefit amounts, and other particulars. 

22. If additional family care or medical leave is required you must, prior to expiration of the family 
care or medical leave, submit additional certification to [Company]. 

 The following paragraph is optional, and would be used if your company recognizes 
Personal Leaves of Absence. 

23.  Should you seek a leave of absence for reasons other than described above, we will evaluate such a 
request based on particular circumstances present at that time, including but not limited to your current 
and anticipated work responsibilities, performance, and company needs. [Company] reserves the right to 
refuse such a request at its sole discretion. 

Paid Family Leave (PFL)  

 Just for California… 

 Under PFL employees may get partial wage replacement if they take time off to care for a 
seriously ill family member or to bond with a new childPFL does not create independent 
leave and job reinstatement rights.  

Effective as of January 1, 2004 a new insurance benefit became effective. The new law provides up to six 
weeks in a 12-month period of wage replacement benefits to workers who take time off work to care for a 
seriously ill child, spouse, parent, domestic partner or to bond with a new child. This benefit is not 
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intended to be used for the employee's own serious health condition. The “weekly benefit amount” is 
determined by the State Disability Insurance (SDI) program. SDI benefits are tied to the level of the State 
Worker's Compensation benefits. The maximum weekly benefit under this program is $728/week in 2004, 
$840/week in 2005 and after that date, the benefit will be increased by an amount equal to the percentage 
increase in the "state average minimum wage" compared to the prior year.  

The benefit amount is directly tied to the amount of wages one has earned during what is called the "base 
period." Thus, employees will only receive benefits proportional to their wages earned in the base period. 
Under the SDI program, the base period covers 12 months and is divided into four consecutive quarters of 
three months each. The wages an employee was paid approximately six to 18 months before the disability 
claims begin are included in the base period (so long as they were subject to the SDI tax). The employee's 
base period does not include wages paid at the time the disability begins. The weekly benefit amount is 
approximately 55% of the earnings shown in the highest quarter of the employee's base period. This 
calculation of the weekly benefit remains the same throughout the duration of the claim.  

This insurance program applies to any employee who would also be covered by the (SDI) program. The 
SDI program requires an employee to have earned $300 gross wages during the base period and to have 
paid SDI taxes on those wages.  

Eligibility Requirements  

An employee may file a claim for PFL benefits for the following reasons:  

 To care for a seriously ill child, spouse, parent or domestic partner;  

A medical certificate is required when a Paid Family Leave claim is filed to provide for a 

seriously ill family member.  

 To bond with the employee's new child or the new child of the domestic partner; or  

 To bond with a child in connection with the adoption or foster care placement of the child 

with the employee or the employee's domestic partner.  

 For bonding, PFL is limited to the first year after the birth, adoption or foster care 

placement of a child. A separate certification must be completed for leave associated with 

the birth, adoption, or foster care placement of a child. There is a seven-day waiting period 

before benefits are paid.  

 Employees will be required to use up to two weeks vacation leave prior to receiving 

benefits. 

 The first week of vacation can be used during the waiting period.  

 Individuals cannot receive PFL while receiving SDI, unemployment insurance or worker's 

compensation benefits.  

 An individual is not eligible for PFL for any day that another family member is able and 

available for the same period of time that the individual is providing the required care.  

 An individual who is entitled to leave under the federal Family Medical Leave Act and the 

California Family Rights Act must take Paid Family Leave concurrent with leave taken 

under those acts.  
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 The PFL program is funded entirely by employee contributions.  

Life-Threatening or Debilitating Illness 

[Company] maintains a commitment to a safe and healthy working environment for all employees as 
required by law. Consistent with this commitment, all life-threatening or debilitating illnesses will be 
treated in a humane manner. [Company] will make every reasonable effort to protect confidentiality 
regarding medical information and to preserve the affected employee’s right to privacy. 

[Company] is sensitive that continued employment for employees with life-threatening or debilitating 
illnesses may be important or even life sustaining in the remission/recovery process. Coworkers should be 
sensitive to the needs of these employees and recognize that continued employment may be physically 
and mentally beneficial. 

An employee’s health condition is personal and confidential. The decision whether and when to disclose 
the diagnosis of a life threatening or debilitating illness to others is a very personal decision for the 
affected individual. [Company] considers a medical diagnosis to be personal information, which will not 
be shared without the employee’s consent unless necessary for legitimate business purposes and in 
compliance with applicable law. [Company] will take reasonable precautions to protect information 
regarding an employee’s health. 

Employees with life-threatening or debilitating illnesses will be offered the right to continue working so 
long as the employee is able to continue to perform (and with reasonable accommodation pursuant to 
[Company]’s policy on Equal Opportunity employment); and so long as the best available medical 
evidence indicates that continued employment does not present any health or safety threat. If an employee 
discloses that they are suffering from a life-threatening or debilitating illness, the Company will ask the 
employee for a physician’s certificate establishing their ability to work.  

Please contact your [Manager] for additional assistance and guidance regarding this topic. 

Medical Leave 

A medical leave of absence may be granted for medical disabilities (other than disabilities on account of 
pregnancy, childbirth and related medical conditions, which are covered under the following Pregnancy 
Disability Leave policy) for up to four months with a doctor’s written certificate of disability. Requests 
for leave should be made in writing as far in advance as possible. If you are granted a medical leave, you 
are required to exhaust all of your accrued but unused PTO; any medical leave granted in excess of your 
accrued but unused PTO will be unpaid. A medical leave begins on the first day your doctor certifies you 
are unable to work and ends when your doctor certifies you are able to return to work or after a total of 
four months of leave, whichever occurs first. 

Workers’ compensation laws also govern work-related disabilities, injuries and illnesses. Pregnancy laws 
govern additional aspects of leaves taken due to pregnancy, childbirth and related medical conditions. See 
also “Disability (including Pregnancy) Leave of Absence” below. 
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Military Leave 

 Employees may not be compelled to use vacation or personal time during military leave, 
and the job must be held open for the employee. She/he must not be discriminated against 
in pay, promotion, or job assignment. 

 Employees are entitled to unpaid time off for active or inactive duty or training in the state 
or federal military services, including National Guard or reserve components of the same. 

Employees who request leaves of absence for military service will be granted such 
leaves in accordance with federal and state law. The specific terms of your absence 
and of your rights to reinstatement, federal and state law likewise governs seniority, 
benefits and compensation after a military leave.  

If you are a full-time employee and are inducted into the U.S. Armed Forces, you will 
be eligible for re-employment after completing military service, provided: 

1. You show your orders to your [Manager] as soon as you receive them. 

2. You satisfactorily complete your active duty service. 

3. You enter the military service directly from your employment with [Company]. 

4. You apply for and are available for re-employment within ninety (90) days after discharge from 
active duty. If you are returning from up to six (6) months of active duty for training, you must apply 
within [twenty (20) / twenty-five (25) / thirty (30)] days after discharge. 

 
In addition, employers are required to allow employees whose spouses are qualified members of the 
Armed Forces, National Guard or Reserves to take up to 10 days. 

Military Reserves or National Guard Leave of Absence 

 This policy is required under federal law for National Guard or Reserve Service. 

 You may choose to pay the difference between an employee’s regular base pay and their 
Military Reserves or National Guard pay while they are on duty. If so, specify how and 
when the payments will be made (such as after completion of their tour of duty and only 
when a copy of their military pay voucher has been submitted). If you choose to pay 
employees for Military Reserve or National Guard leave, you may wish to move this policy 
to the “Other Paid Leaves of Absence” section. 

Employees who serve in U. S. military organizations or state militia groups may take the necessary time 
off without pay to fulfill this obligation, and will retain all of their legal rights for continued employment 
under existing laws. These employees may apply accrued personal leave and unused earned vacation time 
to the leave if they wish, however, they are not obliged to do so. 

You are expected to notify your [Manager] as soon as you are aware of the dates you will be on duty so 
that arrangements can be made for replacement during this absence. 

Personal Leave 

[Company] may grant unpaid personal leaves of absence to employees in certain circumstances. It is 
important to request any such leave in writing as far in advance as possible, to keep in touch with your 
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[Manager] or the [HR Manager] during your leave, and to give prompt notice if there is any change in 
your return to work date.  

A personal leave of absence must not interfere with the operations of your department or [Company]. 
Your [Manager] will submit your request to the appropriate member of management for final approval. 

A personal leave of absence may be granted for up to [twenty (20) / thirty (30)] days. If your leave is 
extended for more than [twenty (20) / thirty (30)] days, vacation and other benefits will no longer 
continue to accrue.  

If your leave expires and you have not contacted your [Manager] or the Company, it will be assumed that 
you do not plan to return and that you voluntarily resigned your employment.  

Disability (Including Pregnancy) Leave of Absence 

 Why pregnancy is considered a ‘disability is beyond us, a disability is a disability and 
pregnancy is pregnancy, but that’s how the laws are written… so we go with it. 

 The Disability Leave of Absence policy is essential due to the terms of the Federal 
Pregnancy Act. 

 Under federal law, pregnancy leave counts against FMLA leave. However, under state 
laws, pregnancy-related disability leave may be treated separately from leaves taken 
pursuant to the Federal Family and Medical Leave Law. Please check with your state 
laws. 

 Employers are prohibited under federal and state laws from discriminating against 
employees on the basis of pregnancy, childbirth or related medical conditions. An 
employer should require a doctor’s verification of all disabilities. 

 Your policy may dictate that employees use accrued vacation, or any other accrued paid 
time off, during a disability leave. However, only if the leave is related to the employee’s 
own serious health condition, do we recommend they be required to use accrued sick 
leave during the medical leave. 

 Conform to state law on the number of days off allowed for pregnancy. Remember that 
male employees are subject to the same time off for disability. 

 Check with your attorney on your state and local laws regarding this and modify this policy 
accordingly. 

[Company] may grant an unpaid leave of absence for illness, disability or pregnancy. 
To request a disability leave of absence from your [Manager], you should submit, or 
have someone submit for you, a statement of ill health or disability from your doctor. 
(Pregnancy is treated, for the purposes of this policy, the same as an illness or 
disability.) An approved disability leave may be granted for up ninety (90) days. If 
necessary, you may request extensions in thirty (30) day increments for a maximum of 

one (1) year. Whenever possible, you are required to give as much notice as possible of your pending 
need for a disability leave of absence. 

 This paragraph should be included for companies with employees IN California. 

In light of laws unique to the State of California, employees located in California who are affected by 
pregnancy also are entitled to transfer to a less strenuous or hazardous position or to less strenuous or 
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hazardous duties if the transfer is medically necessary and can be reasonably accommodated by 
[Company]. Moreover, [Company] will make reasonable accommodations for California employees 
affected by pregnancy unless undue hardship would result.  

 This paragraph should be included for companies with employees NOT IN California. 

Any employee affected by pregnancy who requires an accommodation in order to perform essential 
functions of her job should contact the [HR Manager] to request such an accommodation and specify 
what accommodation she needs to perform the job. [Company] then will conduct an investigation to 
identify the barriers that make it difficult for the employee to have an equal opportunity to perform her 
job. [Company] will identify possible accommodations, if any that will help eliminate the barrier. If the 
accommodation is reasonable and will not impose an undue hardship, the company will make the 
accommodation. 

Pregnancy Leave 

Disability on account of pregnancy, childbirth or related medical conditions will be treated no less 
favorably than any other disability, and an employee on leave for any such condition shall be eligible for 
the same disability leave as any other medically disabled employee. In addition, if requested by an 
employee affected by pregnancy and recommended by her physician, [Company] considers proposed 
changes in work assignments, requests for transfers of job duties and other accommodations for pregnant 
employees. In some such cases and to the extent permitted by law, an employee’s compensation may be 
adjusted to reflect reduced responsibilities or hours worked under such circumstances. Employees should 
direct any such requests to the [HR Manager]. 

In the case of pregnancy, please inform your [Manager] as soon as possible of the date you and your 
doctor anticipate that you will begin your leave. Your job status will be protected in that we will make 
every effort to hold your position open, or return you to a similar position if one is available, for which 
you may be qualified. 

Pregnancy leave usually will begin when ordered by the employee’s physician. The employee must 
provide the Company with a certification from a health care provider. The certification indicating 
disability should contain: 

a.  The date on which the employee became disabled due to pregnancy; 

b.  The probable duration of the period or periods of disability, and 

c.  A statement that, due to the disability, the employee is unable to perform one or more of the 
essential functions of her position without undue risk to herself, the successful completion of her 
pregnancy, or to other persons.  

As with all other medical leaves of absence, returns from pregnancy leave will be allowed only when the 
employee’s physician provides a written release certifying that the employee is fit to return to work. 

The ultimate duration of an employee’s pregnancy leave will be determined by the advice of the 
employee’s physician, but employees who are certified by their physician to be disabled by pregnancy 
may take up to four months of leave. Part-time employees are entitled to pregnancy leave on a pro rata 
basis based on the employee’s regular part-time schedule. The four months of leave includes any period 
of time for actual disability caused by the employee’s pregnancy, childbirth or related medical condition, 
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including but not limited to leave for severe morning sickness and for prenatal care. 

Leave does not need to be taken in one continuous period of time and may be taken intermittently, as 
needed. If an employee returns to work from an approved pregnancy disability leave before the lapse of 
the maximum leave period and thereafter is granted one or more additional leaves for the same disability, 
the additional leaves may continue until the employee has spent a combined total of four months absent 
from work over a 12-month period due to the disability. 

Under most circumstances, upon submission of a medical certification that an employee is able to return 
to work from an approved pregnancy disability leave; the employee will be reinstated to the same position 
she held at the time the leave began. However, an employee returning from a pregnancy disability leave 
has no greater right to reinstatement than if the employee had been continuously employed rather than on 
leave. For example, if the employee on pregnancy disability leave would have been laid off had she not 
gone on leave for reasons unrelated to her pregnancy, or if the employee’s position has been eliminated 
for reasons unrelated to her pregnancy and there are no equivalent or comparable positions available, then 
the employee would not be entitled to reinstatement to her prior position. In such circumstances, the 
employee will be offered a comparable position at [Company] if one is available. 

Other Disability Leave 

As with requests for leaves of absence due to other disabilities, employees should 
advise the [HR Manager] of their intent to take pregnancy disability leave as soon the 
need for such leave is foreseeable, or at least 30 days in advance. Such notice should 
include the anticipated timing and duration of the leave.  

 

At the time the disability leave begins, any accrued personal leave or sick leave will be used. Vacation 
time previously accrued (but not used) at that time will also be paid if the employee so desires. These 
benefits do not continue to accrue during a leave of more than thirty (30) days. This policy applies to all 
employees. Your group insurance booklet should be reviewed to determine your insurance coverage 
during a leave of absence. 

Employees who develop an illness or physical condition which requires medical treatment or restrictions 
and precautions will be required to submit a physician’s statement. This statement must give approval that 
continued full-time employment in his/her present position will not jeopardize his/her health or the safety 
of others, in the event she/he continues to work. A similar statement is required upon return from a 
disability leave. 

Should your attendance or job performance suffer during the period preceding and/or following a 
disability leave, we will accommodate you to the extent provided by law. 

Employees who must remain away from work for more than the period of time allowed above will be 
considered terminated from employment. They are welcome to re-apply subject to [Company]’s usual 
hiring policies. 

Religious Accommodation 

[Company] will make reasonable accommodations for employees’ observance of religious holidays and 
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practices unless the accommodation would cause an undue hardship on the Company’s operations. If you 
wish to request a religious accommodation, you are required to make the request in writing to your 
manager as far in advance as possible.  

Insurance Premium Payment During Leaves of Absence 

 Presently, under federal law, only twelve (12) weeks of health insurance continuation is 
required per year for Family/Medical Leave. State laws vary, so check with your local 
attorney prior to placing an employee on a Family/Medical Leave of Absence. 

[Company] will continue to pay its share of insurance premiums for employee coverage and dependent 
coverage for a maximum of [three (3) / four (4) / five (5) / six (6)] months while you are on a disability 
leave of absence. Generally, [Company] does not pay premiums for health insurance coverage for 
employees on personal leaves of absence. However, you may be eligible to self-pay the premiums under 
the provisions of COBRA. Our [HR Manager] can provide additional information. 

While you are on any other type of unpaid leave of absence from [Company], you will be responsible for 
paying the total premiums for your coverage and that of your dependents. Failure to do so may result in 
loss of coverage and possible refusal by the insurance carrier to allow your coverage to be reinstated. 
Please consult with your [Manager] to set up a payment schedule. Remember to consult your group 
insurance booklet to determine your insurance coverage during a leave of absence. 
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IInnffoorrmmaattiioonn  SSyysstteemmss  
UUssaaggee  PPoolliiccyy  

 

Overview 

This policy defines the appropriate use of various forms of electronic communication at 
[Company] including, but not limited to computers (personal, lap-top), e-mail, telephones 
(cellular), voicemail, fax machines, and all online services paid for by the Company, 
including the internet and intranet,. All electronic communications, including all software 
and hardware, are and remain at all times the sole property of [Company]. This may also 

include policies regarding electronic monitoring and recording and computer video cameras. 

[Company] property, including computers, electronic mail and voice mail, should only be used for 
conducting company business and the use of these systems at all times is subject to this policy. This 
Policy applies to all employees, contractors and others who use the Company’s information and 
communication systems. Not complying with this policy is grounds for corrective action up to and 
including termination.  

Incidental and occasional personal use of company computers and our voice mail and electronic mail 
systems is permitted, but information and messages stored in these systems will be treated no differently 
from other business-related information and messages, as described below. 

Computers, Electronic Mail & Voice Mail Usage Policy 

Although [Company] provides certain codes to restrict access to computers, voice mail and electronic 
mail to protect these systems against external parties or entities obtaining unauthorized access, employees 
should understand that these systems are intended for business use, and all computer information, voice 
mail and electronic mail messages are considered company property. 

Information Access & Disclosure 

In addition to the policy section, “Access & Disclosure” under “Workplace Policies,” [Company] 
specifically reserves the right to access and disclose the contents of any part of the any communication 
systems used by a [Company] employee at any time when, in the company's sole discretion and judgment, 
such actions are warranted. Examples of situations in which the company might elect to seek access to 
such communications include, but are not limited to, the need to solve technical problems, investigation 
of possible employee misconduct, harassment or sexual harassment, prevention of unauthorized 
disclosure of Company proprietary information, concerns about personal abuse of any communication 
systems, and review of communications upon the departure or death of an employee/user. The Company 
may use information regarding the number, sender, recipient and address of such communication for any 
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business reason.  

Communication Etiquette 

Users of any company communications systems should make their electronic and telephone 
communication courteous, professional and business-like. Also, it is important to keep in mind that 
“deleting” a message may not mean that it is deleted entirely from computer or voicemail memory since 
the sender’s or the receiver’s network has backup/memory systems in place. 

Email 

 Employers should formally advise their employees that electronic mail (e-mail) is 
considered the property of the company and, as such, is not considered confidential 
material to the employee. 

 An employee’s right to privacy is vague at best. The Electronic Communications Privacy 
Act of 1986 generally bars unauthorized access to electronically stored communications. 
The Act renders “unauthorized” access or exceeding the scope of authorized access a 
federal crime. However, the Act expressly permits conduct which has been authorized by 
an individual who communicated or is the intended receiver of the message and is a user 
of the voice-mail or e-mail. Thus, one method of limiting potential legal exposure is to 
conduct only “authorized” searches and retrievals, and to limit the scope of search-and-
retrieval efforts to those that are business-related. A well-established written policy 
regarding the employer’s ability to search and retrieve voice and e-mail messages also will 
assist employers in demonstrating that their conduct is “authorized.” 

 An employer who wishes to retain the ability to access all electronic communication 
systems - including computers, employee voice mail and electronic mail messages -- 
should have a clear written policy providing that these systems are company property and 
should only be used for business purposes. 

For better or worse, email is not private. Emails can be easily intercepted, copied, forwarded 
and stored without the original sender’s knowledge. You must take into account the fact that 
any email you send may be read by a person (or many people) other than your intended 
recipient. 

Any attachments which contain important or confidential material should be encrypted or password 
protected. 

All messages and files are automatically scanned for viruses before being introduced into the Company 
network, but this does not provide a complete guarantee of protection. All employees have an obligation 
to be cautious when opening emails and attachments to emails from unknown sources. If you have any 
doubts about opening an email or attachment, please talk with your [Manager]. Employees may not 
download software as it may contain viruses that can be harmful to the Company.  Employees must 
contact the [CEO or manager} if they identify any software programs that would be beneficial to the 
organization prior to any downloads. Any employee who downloads software without prior authorization 
is subject to disciplinary action up to and including termination.  

The next time you see this document, it may be stamped “EXHIBIT A” at the top! 

Contracts can be entered into by email in the same way as they are by letter or on the telephone. You must 
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at all times take care to assure that you do not inadvertently enter into contracts which bind the Company 
by email, and you should be aware that contracts must only be entered into according to our normal legal 
procedures.  

The use of the [Company] email system may not be used to solicit for commercial ventures, religious or 
political causes, outside organizations, or other non-job related  activities. Furthermore, our email system 
is not to be used to create any offensive or disruptive messages, for example, sexual implications, racial 
slurs, gender-specific comments, or any other comments that offensively address someone’s age, sexual 
orientation, religious or political beliefs, national origin, or disability. In addition, the email system shall 
not be used to send (upload) or receive (download) copyrighted materials, trade secrets, proprietary 
financial information, or similar materials without prior authorization. 

You must not under any circumstances send messages or attachments whether within the Company or 
outside the Company which are; 

 Abusive including the use of foul language 

 Bullying or intimidating in content 

 Defamatory about any other person or organization 

 Discriminatory in any sense (e.g. age, disability, gender, race, religion, sexual or sexual 

orientation) 

 Malicious 

 Sensitive or confidential 

 
Any attachments which contain important or confidential material should be encrypted or password 
protected. 

If you receive any such messages from outside the Company, you immediately bring these to the attention 
of your manager or {CEO}. Sending emails or messages that include any of the above will result in 
disciplinary action up to and including termination.  

Any employee who violates this policy or uses the electronic communication systems for improper 
purposes may be subject to discipline, up to and including termination. 

Internet 

The Company has put technical measures in place to prevent access to internet web sites 
which contain explicit, illegal or other inappropriate materials. If you need to access a site 
which contains such materials for the purposes of your job you must obtain the express 
permission of the Company. 

Much of the information that appears on the internet is protected by copyright. Unauthorized copying or 
modifying of copyright-protected material, including software, breaches copyright law. Therefore, down-
loading software or copyright protected information is not permitted, as it may make you and/or the 
Company liable to legal action. If you must download and reprint text from the internet, you must include 
an active hyper-link back to the authors’ website for proper credit. 
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Confidential Information 

Users of any company communication systems must adhere to the Company’s “Confidential Information 
& Inventions” Agreement.  

You must not use [Company]’s information and communications systems whether alone or in conjunction 
with any other device to make any unauthorized disclosure or copy of any confidential information 
belonging to [Company]. The unauthorized disclosure or copying of information belonging to the 
Company is likely to be treated as a disciplinary offense and could be reason for termination. 

Such confidential information shall include without limitation details of: 

 Accounts, invoices, statistical information and other financial reports 

 Business contacts, associates, lists of customers and suppliers and details of contracts 

 Corporate and marketing strategy, business development plans and forecasts, sales 

reports and research results  

 Details of the employees and officers of the Company and of the compensation and other 

benefits paid to them 

 Identities of potential customers, partners and suppliers 

 Information regarding acquisitions, contemplated developments, joint ventures, offers, 

presentations, or projects offered or undertaken by [Company] 

 Proposals, plans or specifications for the development of the existing products and of new 

products to be sold or developed 

 Sales, expenses, buying and pricing policies including details of percentage mark-up, or 

profit and discount data 

Monitoring & Data Protection 

 It would be great if you had the capabilities to do all of these things… Delete what you 
don’t need (or leave them in there as a possible bluff to keep your people honest!) 

In order to protect the interests of the Company and to maintain the effectiveness, integrity and security of 
the Company’s network, the Company has tools in place to monitor and intercept telephone and email 
communication and internet use by staff ensuring endpoint security 

Monitoring is undertaken using the following automatic procedures: 

 Automatic blocking and recording access to certain files and pages on the internet 

 Automatic blocking of the connection of unauthorized devices to the network 

 Automatic checking of emails and attachments for viruses. 

 Automatic measures to prevent software from being downloaded to, installed on or deleted 

from the Company’s computers 

 Automatic recording of telephone and mobile telephone call destination numbers 

 Monitoring the content of emails, internet use or telephone calls is not routinely carried out 

but may be carried out in some situations. For example (this is not an exhaustive list): 
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 Where the Company has reasonable grounds to believe an employee is breaching this or 

any other policy of the Company 

 Where there is a suspected breach of contract or under-performance 

 For the purpose of assisting in the investigation of wrongful acts 

 To comply with any legal obligations 

 For the purpose of defending or prosecuting any legal action brought against the Company 

 
You should not expect that your personal use of the Company’s information and communication systems 
to remain private. 

The holding, processing and disclosure of personal data in electronic form is regulated by the provisions 
of data protection legislation. Personal information relating to a living individual who can be identified 
from that information should not be sent by mail unless proper checks have been made to ensure that this 
will not involve any breach of that legislation. 

You must also comply with the Company’s Protection Policy. 

Security 

Employee access to the Company’s information and communication systems is subject to satisfactory 
security checks being carried out in the reasonable discretion of the Company. 

If you are provided with a portable computer, mobile phone, personal organizer and/or any related or 
similar equipment, you must ensure its security at all times. You must in particular 

 Always lock mobile equipment when not in use so that it cannot be used without entering 

your log-on ID. 

 Keep your passwords confidential and change them regularly. 

 Lock your terminal if you leave it unattended so that it cannot be used without entering 

your log-on ID, in order to prevent unauthorized users using it in your absence. 

 Never leave computer equipment including thumb drives,  etc. unattended  

 
If your computer equipment is lost or stolen you must report the incident to the police immediately, and 
notify your [Manager] as soon as possible. The incident will be fully investigated, and may be treated as a 
disciplinary issue if you have failed to take adequate steps to safeguard the security of equipment in your 
possession. 

Passwords 

The security and protection of individual passwords is a prime responsibility of the individual owner of 
the password. Passwords should not be shared. Therefore, if any material is authored out of password-
protected system, the presumption will be that the owner of the password is the author of such material. 

You must not attempt to gain access to any part of the network to which you are not permitted access. 



[Company] Employee Policies Manual 

____________________________________________________________________________________________ 
147 

Software 

 This may seem redundant, but it’s worth repeating and having a clear policy in place to 
protect the company just in case… 

 For more information on the issues surrounding software copying, please contact either 
The Business Software Alliance, at 800 688-2721, or The Software Publishers Association 
at 202-452-1600 or . 

All software used on [Company] communication systems must be purchased and/or approved for use in 
writing by the [CEO or Information Technology Department]. When software is to be used on [Company] 
communication systems the [CEO or Information Technology Department] has sole responsibility for the 
installation and maintenance of same, as well as all registration and licensing matters, and will be the 
primary contact with the manufacturer or reseller. 

[Company] does not condone the illegal duplication of software. The copyright law is clear. The 
copyright holder is given certain exclusive rights, including the right to make and distribute copies. Title 
17 of the U.S. Code states that “it is illegal to make or distribute copies of copyrighted material without 
authorization” (Section 106). The only exception is the users’ right to make a backup copy for archival 
purposes (Section 117). 

The law protects the exclusive rights of the copyright holder and does not give users the right to copy 
software unless a backup copy is not provided by the manufacturer. Unauthorized duplication of software 
is a federal crime. Penalties include fines up to and including $250,000, and jail terms of up to five (5) 
years. 

Even the users of unlawful copies suffer from their own illegal actions. They receive no documentation, 
no customer support and no information about product updates. 

 [Company] licenses the use of computer software from a variety of outside companies. 

[Company] does not own this software or its related documentation and, unless authorized 

by the software manufacturer, does not have the right to reproduce it. 

 With regard to use on local area networks or on multiple machines, [Company] employees 

shall use the software only in accordance with the software publisher’s license agreement. 

 [Company] employees learning of any misuse of software or related documentation within 

the company must notify their [manager / supervisor / team leader / designated company 

representative] or [Company] legal counsel immediately. 

 According to the U.S. Copyright Law, illegal reproduction of software can be subject to civil 

damages and criminal penalties, including fines and imprisonment. [Company] employees 

who make, acquire or use unauthorized copies of computer software shall be disciplined 

as appropriate under the circumstances. Such discipline may include termination.  

Computer & Other Equipment Not Provided by [Company] 

 See also the section on BYOD (Bring Your Own Device) in the Manager’s Procedures 
Guide 

You must not connect or attempt to connect any device to the network without express authority from the 
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information systems manager and you should be aware that [Company] has in place automatic measures 
to prevent this. In particular you should not attempt to connect any of the following devices to the 
Company’s network: 

 An unauthorized file or information storage device 

 A mobile phone or PDA not issued by the Company 

 An MP3 Player or similar device 

 A gaming device 

 A camera or flash memory card 

 
A breach of the prohibition contained on connecting devices to the Company’s network is likely to be 
treated as a disciplinary offense and could be cause for disciplinary action up to and including 
termination. 

Personal Use 

 Note that a company may/may not allow use of the company email system for personal 
use. If the company allows limited use the policy below provides sufficient information.  

A limited amount of personal use of [Company]’s system is permitted subject to the following rules: 

 All personal email messages must make it clear that they are sent in a personal capacity 

and not on behalf of the Company and must include in the subject field a statement that 

the email is "Private" 

 All personal emails should be deleted as soon as read or sent. 

 Any personal use of email or communications systems must not delay or interfere with the 

proper performance of the duties of any other employee. 

 Where you are in receipt of personal emails you should advise the sender that these may 

be monitored. 

 Work on [Company]’s business must always take priority over your personal use of 

[Company]’s systems. 

 You may not subscribe to any non-job related Internet service or access any web based 

personal email accounts using [Company]’s systems. 

 You may not use the Company’s systems to transfer, store or download information and 

files for your personal use including (but not limited to) MP3, AVI, WMV files and other 

similar formats. 

 
If your personal email use is excessive or  you do not comply with these rules, your access to the system 
may be curtailed and you will be subject to disciplinary action -- up to and including termination.  

Prohibited Uses of [Company] Information Systems 

 Other prohibited uses of the company information or communication systems include, but 
are not limited to: 
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 Accessing pornography or any other illegal material on the Internet and/or circulating it 

 Any use that might compromise the operation or security of [Company]   

 Connecting an unauthorized device to the network 

 Engaging in any communication that is unlawful or in violation of Company policy, 

including (but not limited to) communication that is defamatory, obscene or prohibited by 

[Company] Harassment Policy; 

 Excessive personal use of the company communication systems; 

 Excessively visiting non-job related internet sites during   normal working day; 

 Gambling or engaging in other activities via internet sites in violation of local, state or 

federal law; 

 Introducing a virus to the computer system by downloading an Internet file; 

 Sending, forwarding, redistributing or replying to “chain letters”; 

 Using unauthorized passwords to gain access to another user’s information or 

communications; 

 Accessing any [Company] e-mail account (authorization must be given by the [Manager 

Title]); 

 Copying or modifying copyrighted material without authorization;  

 Downloading software or files without authorization; 

 Using any communication systems for electronic “snooping” i.e., to satisfy idle curiosity 

about the affairs of others, with no business or legal reason for obtaining access to the 

files or communications of others (this prohibition applies to users, including Company 

Communication System administrators and managers); 

 Using any communication systems to interfere with normal business functions in any way; 

 Using any communication systems to solicit or conduct business other than the business 

of the Company. 

Consequences of a Breach of this Policy 

 Breach of this Policy in your use of the Company’s information and communication 
systems will be considered a serious disciplinary matter and may result in disciplinary 
action up to and including termination.  

Social Media 

[Company] encourages employees to participate in Social Media which may include; LinkedIn, 
Facebook, Twitter, blogging, etc. 

Every day, we strive to develop meaningful relationships and look for ways to improve the services we 
provide. In the past, we've connected with our customers in person, through telephone calls, or in e-mail 
conversations. Today, social networking tools provide [Company] the opportunity to start a whole new 
type of dialogue with our current and future clients, and even with each other. 
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Nothing in these guidelines should be construed as restricting any state or federal rights, including those 
under the National Labor Relations Act - NLRA. Remember that while social networking is    valuable, 
there are some risks you should keep in mind. In the social media world there often is no line between 
what is public and private, personal or professional. Non work-related social media is prohibited during 
work hours.  

Policy  

These guidelines include a list of things to avoid when communicating with the public via social media.  

All social media accounts, blogs, Web pages and related content carrying the [Company] brand identity 
are and will be owned and licensed by [Company] as appropriate. Personal accounts, blogs, Web pages 
and related content that do not carry the [Company] brand identity can be owned, licensed and operated 
by any [Company] employees and/or contractor.  However, any and all use of [Company]’s name, logo 
and/or related marks requires prior, express, written consent of [Company]. If [Company] is referenced in 
any media, all social media guidelines apply.  

These guidelines should be applied to any online medium where information may reflect back on the 
image of [Company], any [Company]’s employees and/or customers. This Social Media Policy applies to 
all forms of social media including, but not limited to: blogs, Facebook, Flickr, LinkedIn, MySpace, 
Pinterest, Twitter, Wikipedia , or other wikis, YouTube, etc. These guidelines apply to any comments 
[Company] employees may leave on others' social media pages. 

Guidelines  

 Be professional  

You represent [Company] at all times. Review the [Company] Employee Handbook. The rules for 
employee conduct also apply to you in the social world.  

 The Internet knows who you are  

Everything written on the Internet can easily be traced back to its author. Write only things you would say 
out loud to all parties involved. 

 Promoting other brands with the [Company] brand 

Never promote personal projects or endorse brands, causes or opinions when posting from a [Company] 
account. Be sure to respect third party copyrights. If a personal opinion must be posted, clearly state to all 
readers that it does not represent the opinions of [Company].  

 Maintain confidentiality 

Respect the privacy of your colleagues and customers. Do not disclose any confidential or proprietary 
information in regards to [Company] or its customers (e.g., [Company]'s financial information, 
innovations, marketing strategies, customer information, etc.). This also includes any personal 
information of employees and others associated with Company products / services not be shared or 
disclosed through social media.  

Never mention customer names or talk about specific about projects without first getting permission from 
your manager. Acknowledging a customer relationship may violate a client privacy agreement. 
Communications inside [Company], including emails among employees, are proprietary to [Company].   
Sharing internal communications outside of [Company] may result in disciplinary action up to and 
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including termination. Never engage in social media on behalf of a customer without their permission, 
and always abide by our customers’ policies. Check with the sender before forwarding or posting any 
information. Never discuss numbers, sales figures, strategies, forecasts, legal issues, customer names, or 
future activities online. 

 Respect copyrights 

Confirm that any information you are posting, including work products on document-sharing sites, has 
been approved for public information and does not violate copyright laws. Do not post any images or 
content from another source unless you are sure it is in the public domain or that the owner has granted 
permission. When reposting or referencing a post on one of [Company]'s online sites, you must provide 
an active link back to the original post or story. Check website terms of service to see if the site has rules 
about when you may reproduce content. 

 Identify yourself 

When relevant; identify your affiliation with [Company] and your area of concentration, exercise full 
disclosure.   

 Do not provide public relations related information 

Do not report [Company]’s results or outcomes. Please communicate with your [Manager/CEO] to 
identify information to be shared for outside of the company.  

 Private & Personal Information—Yours, [Company] Customers & Co-workers 

To ensure your safety, be careful about the type and amount of personal information you provide. Avoid 
talking about personal schedules or situations. 

 Be careful of any offers of advice 

We must not give legal, medical or other professional advice using social media.  

 

  



[Company] Employee Policies Manual 

____________________________________________________________________________________________ 
152 

  

WWoorrkkppllaaccee  PPoolliicciieess  
 

 

This Employee Policies Handbook is designed to answer many of your questions about the practices and 
policies of [Company]. Please feel free to consult with your [Manager] for help concerning anything you 
don’t understand. 

Access & Disclosure 

In the interest of workplace safety and security, to fulfill responsibilities to our customers and to ensure 
the smooth and efficient functioning of the office, [Company] must have access at all times to company 
property.   At any time, the [Company] reserves the right to conduct searches of company property, 
including workstations, desks and equipment, and company communication systems, including  contents, 
files, recordings, effects and articles they contain. 

Workplace inspections may occur at anytime, with or without advance notice or consent, subject to any 
constraints imposed by applicable law. Inspections may occur during, before or after working hours by 
any (manager, supervisor or security personnel) designated by the company.  

[Company] reserves the right to access and disclose the contents of any part of any communication 
systems used by a [Company] employee at any time when, in [Company]'s sole discretion and judgment, 
such actions are warranted. The [Company] may access communications to solve technical problems, 
investigate possible employee misconduct, prevent unauthorized disclosure of Company proprietary 
information, concerns about personal abuse of any communication systems, and review of 
communications upon the departure or death of an employee/user. [Company] may use information 
regarding the number, sender, recipient and address of such communication for any business reason. 

Alcohol Consumption 

 A company may prohibit employees from consuming alcohol on premises 
and during company functions.  

Alcohol use during business hours and on business premises is prohibited.  

 Some companies will amend this policy to state that it is prohibited “except 
under special circumstances and as approved by the [HR Manager]” in the case of 
company holiday parties or celebrations that may be held on site, but we recommend 
avoiding the liability that can come with this approach. 

This policy will not be construed to prohibit the moderate consumption of alcohol during social or 
business functions sponsored by the company where alcohol is served, or while entertaining customers 
and prospective customers of the company. However, employees must remember their obligation to 
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conduct themselves properly at all times while performing company business or at company-sponsored 
functions or while representing [Company]. This includes the responsibility not to drive while under the 
influence of alcohol or any other drugs.  

Employees are expected to use good judgment and act professionally at all times as representatives of 
[Company] when performing company business, attending business functions or entertaining customers 
and prospective customers. Failure to comply with this directive will result in disciplinary action, up to 
and including termination of employment.  

Bonding Requirement 

 This is an optional policy. Use it only if bonding is a part of your hiring process. 

 Federal: This is general information about the bonding requirements established by the 
Labor-Management Reporting and Disclosure Act of 1959, as amended (LMRDA), and the 
regulations implementing the standards of conduct provisions of the Civil Service Reform 
Act of 1978 (CSRA). 

 In 1966 the U.S. Department of Labor established The Federal Bonding Program to 
provide Fidelity Bonds that guarantee honesty for “at-risk”, hard-to-place job seekers. The 
bonds cover the first six months of employment. There is no cost to the job applicant or the 
employer. In most states the bonds are made available through the state agency 
responsible for workforce matters.  

 The Federal Bonding Program is a partnership between the U. S. Department of Labor 
and The McLaughlin Company, an insurance brokerage firm, as agent for Travelers 
Casualty and Surety Company of America. 

 California: Surety bonds shall be accepted by the Manager only if written by an "admitted 
surety insurer" as defined by California Code of Civil Procedure, Chapter 2, Bonds and 
Undertaking, Section 995.120(a). 

 Illinois: Federal Bonding Program and Fidelity Bonding protects employers against 
employee dishonesty, theft or embezzlement. A fidelity bond is no-cost insurance 
coverage that enables employers to hire job applicants considered to be "at risk" due to 
their past life experiences. From Illinois Department of Employment Security. 

 Michigan: Certain businesses, such as construction or those dealing with issues of the 
public trust are required to have surety bonds. 7If you are required to have a surety bond 
you can go to the Michigan Department of Energy, Labor & Economic Growth for a list of 
surety companies authorized to work in the state. 

 New York: The Federal Bonding Program (FBP) was created as a job placement tool to 
assist at-risk job seekers. The purpose of the program is to provide fidelity bonding at no 
cost to a business for the first six months of employment for hard-to-place job applicants.   

 Texas: The fidelity bonding service helps at-risk job applicants get and keep a job. TWC 
and the Workforce Development Boards offer free fidelity bonding services to reduce 
employers’ concerns about hiring at-risk job applicants who cannot be bonded through 
other sources. For this bonding, Travelers Property Casualty Insurance Company issues 
an insurance policy that protects the employer against employee acts of dishonesty such 
as larceny, embezzlement, and theft. 

 Washington: The Washington Bonding Program provides, at no cost to the employer or 
applicant, individual fidelity bonds to employers for applicants who are, or may be, denied 
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coverage by commercial carriers because of their at-risk status. The fidelity bonds issued 
by the WBP function as an employer job-hire incentive. 

If your employment with [Company] requires you to handle other people’s property or to deal with 
money in any capacity, [Company] may require that you be bonded. It is your responsibility to assure that 
you are bondable. [Company] will pay the cost of bonding. Should you fail to maintain these 
qualifications, you will be subject to transfer to another position, if available, or dismissal. 

Cell / Mobile Phone Usage 

Depending on the type of business, cell phone use may be prohibited while working, i.e. 
restaurant, retail, schools, etc. In this circumstance, cell phones may be used during 
breaks or lunches only If cell phones are allowed to be used the policy below is 
applicable. 

Mobile/cell phone usage should not disrupt your work or the work of others, or distract the user’s 
attention from safely or effectively performing work duties.  

Mobile phone usage while driving 

 http://www.ghsa.org/html/stateinfo/laws/cellphone_laws.html 

 CA, NY, TX, WA - handheld and texting banned 

 IL – handheld in school zone, texting banned 

 MI- texting banned 

In a growing number of states, it is illegal to drive a motor vehicle while using a wireless telephone, 
unless the phone is configured to allow hands-free listening and talking, and is used in that manner while 
driving.   

[Text messaging while driving is banned in CA]. [Company]’s focus is on your safety first – Text 
messaging while driving may seem useful and timely, but is likely more dangerous than it’s worth, and 
therefore we at [Company] are strongly against it.  Please use common sense while driving.  

The law contains some exceptions, as follows:  

 Emergency use. The hands-free mandate doesn't apply if a phone is being used for 

emergency purposes. This includes making an emergency call to law enforcement, the fire 

department, a health provider, or other emergency services.  

 Emergency personnel. The law exempts emergency services professionals who must 

use a wireless phone while driving an emergency vehicle in the course of their duties.  

 Driving on private property. The law doesn't apply to a person who is driving on private 

property.  

 
Employees who drive as part of their jobs and frequently need to make business calls while on the road 
should make sure they have a hands-free device or pull off to the side of the road if making a telephone 
call.  Employees should check the laws in other states to be sure they are in compliance.  

For safety and liability reasons, it is important that employees avoid using their cell phone for business 
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while driving. Phone conversations while driving can be big distractions, which can lead to tragic 
accidents.   
If you must use a cell phone while driving, we recommend the following safety guidelines:  

 Use a hands-free phone  

 Dial only while the car is stopped  

 Never use the phone in heavy traffic or bad weather  

 Use speed dialing whenever possible  

 Never look up phone numbers while driving  

 Let voicemail answer calls that come in while driving  

 Never have stressful conversations while driving  

 Keep your eyes on the road while on the phone  

Children at Work 

 From NFIB: http://www.nfib.com/article/should-you-allow-employees-children-in-the-office-
62172/ 

 Allowing children in the workplace comes with a number of benefits as well as a few risks 

 When Hurricane Sandy closed schools all across the east coast, Nancy Schuman, vice 
president of marketing at Lloyd Staffing in Melville, NY, found her child-friendly office even 
more full of life than usual. “Our leadership wants our staff to feel it is OK to bring their kids 
in when they need to,” Schuman says. Still, Schuman says the company’s guidelines—
which include individual approval from human resources, behavioral expectations for 
children, and an outlet for employees to complain about distractions—are essential to 
keeping order in the workplace.  

 Risks of Kids at Work 

 Distraction - Because infants and toddlers require constant supervision, New York City-
based business author Kathi Elster recommends setting an age requirement for children 
allowed in the office. Children above the age of seven, for example, are able to read 
silently and feed themselves, and thus, cause fewer disturbances.  

 Lack of Professionalism - Although the option to bring in their children when necessary 
might boost morale, they can also threaten your company’s professional image. “If your 
salesperson is trying to talk with prospects on the phone, it’s generally not appropriate to 
have ‘kid noise’ in the background,” says Leigh Steere, co-founder of research company 
Managing People Better LLC, in Boulder, Colo. Consider dedicating a separate space for 
children to read, play or do homework. 

 Sickness - Bringing a sick child to work is a danger to other employees. Encourage 
employees to stay home with their sick children instead of bringing them to the office. 

 Rewards of Kids at Work 

 Higher Morale and Productivity  - Occasionally allowing employees to bring their 
children to work promotes healthy morale, Schuman says. Workers who take advantage of 
family-friendly policies are also generally more productive, which, in turn, leads to higher 
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profits for the companies that employ them, according to a 2012 report by the 
Northwestern Journal of Law & Social Policy. 

 Improved Retention - Allowing employees to bring their children to work when necessary 
can enhance employees’ dedication to your company. It can reduce turnover, thereby 
saving you time and money. 

 Added Perspective - For some small businesses, allowing children in the office just 
makes sense. “Family values are at the core of our business, as we design and consult for 
zoos, museums, aquariums, theme parks and [family attractions] around the world,” says 
Ben Cober, director of business development and research at PGAV Destinations in Saint 
Louis. Cober says he has even asked co-workers’ children which images they prefer for 
new advertising strategies. 

 You may also wish to offer other options, as well. For instance, an on-site childcare 
program offered at a reasonable rate might please many of your employees. Alternatively, 
your business may be able to work out a deal with a nearby daycare or emergency 
babysitter service to help out employees who are in a bind without impacting your 
workplace atmosphere. 

 Edit your options below: 

Children and other visitors are not allowed in the workplace for workmen's compensation, security, 
confidentiality and productivity issues. 

 - OR -  

Children are not permitted in the workplace except under extremely unusual circumstances when an 
employee has experienced an unanticipated short-term emergency, and only when the employee’s 
supervisor has granted permission. 

Employees must first obtain permission from their manager before bringing their child into the 
workplace. 

Your manager will consider the age of the child, how long the child needs to be present, the work 
environment in the employee’s area, and any possible disruption to the employee’s and co-workers’ work.  

If you have been granted permission to bring your child to the workplace, the child must be admitted as 
an official guest and you must supervise the child at all times. It is your responsibility to assure that your 
child/ren behave appropriately while in the workplace. 

Children who are old enough to and capable of entertaining and caring for themselves without distracting 
or interrupting their parents or other staff members may be brought to the workplace on a case-by-case 
basis. 

 Children of employees who are brought to work must remain in the areas designated (e.g. 

a certain conference room, restroom, break room, etc.). 

 Children are not allowed in [Company] [laboratory / warehouse / conference room] under 

any circumstances, with the exception of the structured events as described above. 

 Children of employees may/may not utilize company computers/Internet 

access/telephones, etc. 

 A child with an illness may not come to work with the employee. 
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 Management reserves the right to require employees to make other arrangements for 

children if management deems that the child is disrupting the workplace. 

 

The employee understands and agrees to hold [Company] harmless for any and all injuries incurred by 
their child/ren while on the [Company] premises, and the employee further agrees to reimburse the 
[Company] for any damages done by their child/ren to any company property. 

This policy does not apply to participation in structured events like, "Bring your Child to Work Day," or 
other events where families are invited and encouraged to participate. Nevertheless, employees are still 
personally responsible for the behavior of their children when they are participating in an approved 
activity. 

 Be flexible in granting accrued leave to employees who need to make emergency child 
care arrangements 

Communication 

Successful working conditions and relationships depend upon successful communication. [Company] 
asks you to be aware of procedures, policies and general information, we also request you to 
communicate your ideas, suggestions, personal goals or problems as they affect your work. 

In addition to the exchanges of information and expressions of ideas and attitudes which occur daily, 
make certain you are aware of, and utilize all [Company] methods of communication, including this 
Employee Policies Handbook, discussions with your [Manager], memoranda, staff meetings, newsletters, 
training sessions, and company e-mail and intranet. 

No Recording Policy 

 California Law  
Penal Code § 632, enacted under the California Invasion of Privacy Act, makes it illegal for 
an individual to monitor or record a "confidential communication" whether the 
communication is carried on among the parties in the presence of one another or by 
means of a telegraph, telephone, or other device . California is known as a "two-party" 
state, which means that recordings are not allowed unless all parties to the conversation 
consent to the recording. 

 Under Penal Code § 632(c), "confidential communication" includes any communication 
carried on in circumstances as may reasonably indicate that any party to the 
communication desires it to be confined to the parties, but excludes a communication 
made in a public gathering or in any legislative, judicial, executive or administrative 
proceeding open to the public, or in any other circumstance in which the parties to the 
communication may reasonably expect that the communication may be overheard or 
recorded. 

 A violation of Penal Code § 632 can lead to a fine of up to $2,500 and/or imprisonment for 
up to a year. In addition, the violator may be subject to civil liability in the amount of $3,000 
or three times the amount of any actual damages sustained as a result. Under the 
California Public Utilities Commission General Order 107-B(II)(A)(5), a recording is 
allowed if there is a "beep tone" warning. Under California Penal Code § 633, state law 
enforcement officials may eavesdrop and record telephone conversations. 
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 Florida Wiretapping Law 

 Florida's wiretapping law is a "two-party consent" law. Florida makes it a crime to intercept 
or record a "wire, oral, or electronic communication" in Florida, unless all parties to the 
communication consent. See Fla. Stat. ch. 934.03. Florida law makes an exception for in-
person communications when the parties do not have a reasonable expectation of privacy 
in the conversation, such as when they are engaged in conversation in a public place 
where they might reasonably be overheard. If you are operating in Florida, you may record 
these kinds of in-person conversations without breaking the law. However, you should 
always get the consent of all parties before recording any telephone conversation and any 
in-person that common sense tells you is private. 
 

 Illinois Wiretapping Law 

 Illinois's wiretapping law is a "two-party consent" law. Illinois makes it a crime to use an 
"eavesdropping device" to overhear or record a phone call or conversation without the 
consent of all parties to the conversation. The law defines an "eavesdropping device" as 
"any device capable of being used to hear or record oral conversation or intercept, retain, 
or transcribe electronic communication whether such conversation or electronic 
communication is conducted in person, by telephone, or by any other means." 720 Ill. 
Comp. Stat. 5/14-1, -2. If you are operating in Illinois, you should always get the consent of 
all parties before recording an in-person conversation or telephone call. In addition to 
subjecting you to criminal prosecution, violating the Illinois wiretapping statute can expose 
you to a civil lawsuit for damages by an injured party. 
 

 Michigan Wiretapping Law 

 Michigan law makes it a crime to "use [] any device to eavesdrop upon [a] conversation 
without the consent of all parties."  Mich. Comp. Laws § 750.539c.  This looks like an "all 
party consent" law, but one Michigan Court has ruled that a participant in a private 
conversation may record it without violating the statute because the statutory term 
"eavesdrop" refers only to overhearing or recording the private conversations of 
others.  See Sullivan v. Gray, 342 N.W. 2d 58, 60-61 (Mich. Ct. App. 1982).  The Michigan 
Supreme Court has not yet ruled on this question, so it is not clear whether you may 
record a conversation or phone call if you are a party to it. But, if you plan on recording a 
conversation to which you are not a party, you must get the consent of all parties to that 
conversation. In addition, if you intend to record conversations involving people located in 
more than one state, you should play it safe and get the consent of all parties.  

 Michigan law also makes it a crime to "install, place, or use in any private place, without 
the consent of the person or persons entitled to privacy in that place, any device for 
observing, recording, transmitting, photographing, or eavesdropping upon the sounds or 
events in that place." Mich. Comp. Laws § 750.539d. The law defines a "private place" as 
a place where a person "may reasonably expect to be safe from casual or 
hostile intrusion or surveillance but does not include a place to which the public or 
substantial group of the public has access." Mich. Comp. Laws § 750.539a. You should 
always avoid these kinds of surveillance tactics. 

 Michigan law also prohibits you from "us[ing] or divulg[ing] any information which [you] 
know[] or reasonably should know was obtained in violation of the other wiretapping 
laws.  Mich. Comp. Laws § 750.539e.  To the extent this statute forbids you from 
publishing truthful information on a matter of public concern provided to you by a third-
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party (when you had no role in the wiretapping), it is probably unconstitutional. 
See Bartnicki v. Vopper, 532 U.S. 514 (2001). 

 In addition to subjecting you to criminal prosecution, violating these provisions can expose 
you to a civil lawsuit for money damages by an injured party. 
 

 http://www.dmlp.org/legal-guide/new-york-recording-lawNew York Wiretapping Law 

 New York's wiretapping law is a "one-party consent" law. New York makes it a crime to 
record to record or eavesdrop on an in-person or telephone conversation unless one party 
to the conversation consents. N.Y. Penal Law §§ 250.00, 250.05. (link is to the entire 
code, you need to click on the Penal Code section, then choose Article 250 and locate the 
specific provisions). Thus, if you operate in New York, you may record a conversation or 
phone call if you are a party to the conversation or you get permission from one party to 
the conversation in advance. That said, if you intend to record conversations involving 
people located in more than one state, you should play it safe and get the consent of all 
parties. 
 

 NSA wiretapping law 

 Ha! Can’t help you there! 
 

 Texas Wiretapping Law 

 Texas's wiretapping law is a "one-party consent" law. Texas makes it a crime to intercept 
or record any "wire, oral, or electronic communication" unless one party to the 
conversation consents. Texas Penal Code § 16.02. Therefore, if you operate in Texas, you 
may record a conversation or phone call if you are a party to the conversation or you get 
permission from one party to the conversation in advance. That said, if you intend to 
record conversations involving people located in more than one state, you should play it 
safe and get the consent of all parties. 

 The law does not cover oral communications when the speakers do not have an 
"expectation that such communication is not subject to interception under circumstances 
justifying such expectation." See Texas Crim. Proc. Code § 18.20. Therefore, you may be 
able to record in-person conversations occurring in a public place, such as a street or a 
restaurant, without consent. 

 In addition to subjecting you to criminal prosecution, violating the wiretapping law can 
expose you to a civil lawsuit for damages by an injured party. Texas Civ. Prac. & Rem. 
Code § 123.002. 
 

 Washington Wiretapping Law 

 Washington's wiretapping law is a "two-party consent" law. Washington makes it a crime 
to intercept or record a private telephone call, in-person conversation, or electronic 
communication unless all parties to the communication consent. See Wash. Rev. Code § 
9.73.030(1). Whether a conversation or other communications is "private" depends on a 
number of case-specific factors, such as the subjective intention of the parties, the 
reasonableness of their expectation that the conversation would be private, the location of 
the conversation, and whether third parties were present. State v. Townsend, 57 P.3d 255, 
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259 (Wash. 2002). You should always get the consent of all parties before recording any 
conversation that common sense tells you is private. 

 In Washington, you can satisfy the consent requirement by "announc[ing] to all other 
parties engaged in the communication or conversation, in any reasonably effective 
manner, that such communication or conversation is about to be recorded or transmitted," 
so long as this announcement is also recorded. Wash. Rev. Code § 9.73.030(3). In 
addition, an employee of a "regularly published newspaper, magazine, wire service, radio 
station, or television station acting in the course of bona fide news gathering duties on a 
full-time or contractual or part-time basis" can establish the consent of the party recorded 
even without an announcement if he or she uses a recording or transmitting device that is 
"readily apparent or obvious to the speakers." Wash. Rev. Code § 9.73.030(4). 

 The language of this consent provision suggests that it probably does not apply to an 
employee of an online publication or a non-professional journalist who is not employed by 
a media outlet on a full-time, part-time, or contractual basis. This limitation may be of little 
importance; however, because Washington courts have held -- in a non-media context -- 
that a person will be deemed to have consented to having his or her communication 
recorded when he or she conveys a message knowing that it will be recorded. See In re 
Marriage of Farr, 940 P.2d 679 (Wash. App. 1997) (speaker consented when leaving a 
message on a telephone answering machine, the only function of which is to record 
messages); Townsend, 57 P.3d at 260 (person sending email consented to its recording 
because he "had to understand that computers are, among other things, a message 
recording device and that his e-mail messages would be recorded on the computer of the 
person to whom the message was sent"). 

 In addition to subjecting you to criminal prosecution, violating the wiretapping law can 
expose you to a civil lawsuit for damages by an injured party. See Wash. Rev. Code § 
9.73.060. 

 

[Company] understands that in the course of your work and in the evaluation of your 
performance, there will be frequent opportunities for private and confidential 
discussions, with your manager. We respect the privacy and confidentiality of such 
communications. [Company] believes that such non-consensual recording is inconsistent 

with an environment which nurtures open and frank interchange with our employees.  

Community Events 

 Most companies do not offer time off for volunteer activities unless these are company 
sponsored activities. 

[Company] recognizes the importance of community participation. Our business is dependent upon the 
community for employees and for customers, and the community is dependent on our business for 
employment opportunities and for our [products / services].   

[Company] only offers time off for volunteer activities for officially company-sponsored activities. Talk 
with your [Manager] about taking time to work on a community project. Remember that we need you at 
work, but certain events may be more valuable to have you representing [Company] there. 
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Company & Department Meetings 

 If there are meetings that are required to attend, list them, but do not be overly specific, as 
these requirements may change. The statement above is sufficient if you believe there 
may be times when they will be mandatory. 

 We recommend that company meetings be conducted during normal working hours. 
Please note Wage and Hour laws are stringent on this issue for non-exempt employees. 
For example, if you expect a non-exempt employee to attend a mandatory meeting during 
their lunch hour, they must be paid for that time. 

On occasion, we may request that you attend a company sponsored meeting. These 
meetings will be scheduled during regular work hours whenever possible. If the meeting 
is scheduled during your regular working hours, your attendance is required.  

Employees will be compensated for attendance based on their regular pay rate. If you are 
a non-exempt employee, and attend a meeting held during your non-working hours, you will be paid for 
your time spent at the meeting. If the meeting must be scheduled before or after regular work hours, non-
exempt employees will be compensated with overtime if it applies to their work situation and hours 
worked. 

Company Equipment 

Improper, careless, negligent, destructive, unauthorized or unsafe use or operation of Company equipment 
is prohibited. Employees may not duplicate, share, or loan keys, safe combinations or alarm codes except 
with appropriate supervisors. Any violation of this will result in disciplinary action up to and including 
termination 

Contributions 

From time to time, [Company] makes donations to worthwhile charities and colleges in its own name. 
Contributions considered worthwhile include [United Way / Make a Wish Foundation / health drives / 
community youth activities and so on]. Contributions are made only in communities where our employees 
will benefit. All decisions concerning contributions will be made by [CEO] of [Company]. 

Customer Relations 

[Company] customers are key to the success of the Company and its employees. Therefore, all employees 
must represent [Company] in a professional manner and make customers feel confident working with the 
company.  

Dispute Resolution Procedure Policy 

 Federal: The Congressional Accountability Act (CAA) provides for a mandatory dispute 
resolution process of counseling and mediation for the settling of disputes before disputes 
can proceed to an administrative hearing or civil action. If the parties involved are not able 
to resolve their disputes through counseling and mediation, then an employee may either 
pursue a non-judicial administrative hearing process with the Office of Compliance (OOC) 
or file suit in United States District Court. Generally, the administrative hearing process 
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offers speedier resolution and greater confidentiality than a Federal civil suit while offering 
the same remedies that a court can provide. 

 The dispute resolution process is a multi-step process. 

 Step 1:  Counseling 

 Step 2:  Mediation 

 Step 3:  Administrative Hearing or Civil Action 

 Step 4:  Appeals 

 All employees, including district office staff, must follow established dispute resolution 
procedures in order to process their claims under the CAA. Only after an employee has 
engaged in the required counseling and mediation can a remedy be granted.  The failure 
to follow these procedures or to meet established time lines may jeopardize any claims 
raised under the CAA. 

 This is only a brief description of the dispute resolution process. Additional information is 
available in the CAA Handbook. For complete information on the rights, procedures, and 
remedies established by the CAA, refer to the Congressional Accountability Act (2 U.S.C. 
1301 et seq.) and the OOC’s Procedural Rules. 

 Certain rights applied by the CAA are not enforced through the dispute resolution process. 
The General Counsel of the OOC may bring an enforcement action when violations of 
safety and health, access to public services and accommodations rights for the disabled, 
or unfair labor practices are alleged. 

 In 1947, Congress enacted the Taft-Hartley Act, also known as the Labor-Management 
Relations Act of 1947. The FMCS was created as an independent agency of the U.S. 
government to help mitigate the impact of union disputes on the economy by providing 
mediation, conciliation and voluntary arbitration. Its mission is to “Build Partnerships, 
Resolve Conflict and Promote Successful Bargaining.”  

 The FCMS is located in Washington, D.C., with two regional offices and more than 70 field 
offices. The agency provides mediation and conflict resolution services to industry, 
government agencies and communities. 

 According to FCMS, mediation is “a voluntary process, bringing a neutral third-party into a 
negotiation as a facilitator. It may or may not lead to an agreement between the parties.” It 
describes arbitration as “a process agreed to by the parties in which, at its conclusion, a 
neutral third-party will impose a binding agreement on both parties.” 

 California: Grievance law is a legal methodology and a series of procedures aiming at 
dispute resolution of two or more parties regarding their differences of what constitute, a 
fair treatment, a good product condition or an expectation in a fair transaction. Grievance 
procedures are most often applied to the resolution of the followings in commercial setting: 
conditions of a consumer product, work place fairness, mistreatment in sexual 
harassment, discrimination of union labors and a supplier's unsatisfactory performances. 
To name here are only a few examples. 

 Spirit of Grievance Policy 

 Grievance law does not specify the formality of the grievance procedures. The spirit of 
grievance legal application lies in resolving, the difference of the parties in a timely and 
effective fashion. Provided that there are specific requirements, grievance procedures in 
practice could in a wide range. 
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 The types of companies that utilize this process could be very formal at a publicly traded 
organization and very simple at a mom and pap store. The driving force behind grievance 
procedures is the propellant to a resolution of the issue that is achieved with both parties 
viewing this mitigating experience as a positive channel to facilitate discussion and 
resolving their differences amiably. 
 

 Illinois: Public Labor Relations Act. (5 ILCS 315/1) (from Ch. 48, par. 1601)  
Sec. 1. This Act shall be known and may be cited as the "Illinois Public Labor Relations 
Act".  
(Source: P.A. 83-1012.)  

 Sec. 2. Policy. It is the public policy of the State of Illinois to grant public employees full 
freedom of association, self-organization, and designation of representatives of their own 
choosing for the purpose of negotiating wages, hours and other conditions of employment 
or other mutual aid or protection.  

 It is the purpose of this Act to regulate labor relations between public employers and 
employees, including the designation of employee representatives, negotiation of wages, 
hours and other conditions of employment, and resolution of disputes arising under 
collective bargaining agreements.  

 It is the purpose of this Act to prescribe the legitimate rights of both public employees and 
public employers, to protect the public health and safety of the citizens of Illinois, and to 
provide peaceful and orderly procedures for protection of the rights of all. To prevent labor 
strife and to protect the public health and safety of the citizens of Illinois, all collective 
bargaining disputes involving persons designated by the Board as performing essential 
services and those persons defined herein as security employees shall be submitted to 
impartial arbitrators, who shall be authorized to issue awards in order to resolve such 
disputes. It is the public policy of the State of Illinois that where the right of employees to 
strike is prohibited by law, it is necessary to afford an alternate, expeditious, equitable and 
effective procedure for the resolution of labor disputes subject to approval procedures 
mandated by this Act. To that end, the provisions for such awards shall be liberally 
construed. 

 Michigan: Michigan's Labor Relations and Mediation Act (LMA) promotes the prevention 
or prompt settlement of labor disputes and provides procedures for voluntary mediation 
and arbitration of such disputes between private sector employers, employees and/or 
unions 

 Michigan's Public Employment Relations Act (PERA) sets forth procedures for mediation 
of labor disputes between public sector employers and employees and/or unions 
 

 New York: Employment Relations Board 

 On July 22, 2010, the Public Employment Relations Board (PERB) assumed the 
responsibility of administering the New York State Employment Relations Act (SERA. 

 The Office of Conciliation will be responsible for handling all inquiries and matters dealing 
with mediation for initial and successor contract negotiations and grievance-arbitration 
disputes; Requests for appointment of a pro bono arbitrator will result in assignments from 
PERB's list of pro bono arbitrators; Once PERB assigns a pro bono or designates a panel 
arbitrator to hear a grievance dispute, the arbitrator and the parties involved must make 
their own arrangements for dates and locations for conducting the hearing per §207.9 of 
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PERB's Rules; PERB assesses a $50 per party administrative filing fee for all Demands 
for Arbitration per §207.15 of PERB's Rules. No arbitrator will be assigned or designated 
to a grievance arbitration matter until the fees are received by PERB.  
 

 Texas: Mediation is an alternative dispute resolution process that is a voluntary, 
confidential and efficient method to help parties resolve their employment disputes through 
a mutual agreement. TWC Civil Rights Division mediators are specially trained to resolve 
equal employment opportunity complaints and use a variety of techniques to open 
communication between the parties to a case. 
 

 Washington: Resolution Washington is a state-wide association of Dispute Resolution 
Centers (DRCs).  There are currently 20 Dispute Resolution Centers operating in the cities 
and counties of Washington State. 

[Company] has established a dispute resolution procedure to allow employees an opportunity 
to voice any concerns they may have. The purpose of this policy is to provide an avenue for 
the identification and solution of differences between an employee and the company 
regarding job-related complaints or problems.  

The following steps are provided to all employees for the settlement of a grievance. 

Step1: Employees should first raise any problems or grievances verbally with your immediate supervisor.  

Step 2: If a grievance is not settled through this process, you should then feel free to take the problem to 
the next level supervisor or the CEO who will make every effort to resolve the situation.  [Company] 
encourages all grievances to be handled at the department level. However, the following exceptions are 
recognized as instances where an employee may file a grievance with [CEO without first meeting with the 
supervisor.  

 If the employee suspects or has proof that a federal or state law is being violated or is 

about to be violated.  

 If a safety hazard exists that threatens the health of an employee or a customer.  

 If the grievance directly involves the supervisor.  

 
If you feel there is unlawful conduct or you are being sexually harassed, it is [Company]'s intention to be 
fair and impartial in order to establish the smoothest working relationship possible. No employee will be 
discriminated or retaliated against, or in any way penalized for using this procedure.  

This formal procedure should be limited to grievances concerning job-related problems or complaints. If 
you feel uncomfortable discussing a problem or complaint with your Supervisor, you may skip the first 
step and go directly to our [CEO]. Of course, the employee is always free to contact the [Company] 
informally regarding any problem that the employee has, even if it is personal in nature. 

Expense Reimbursement 

You must have your [Manager]’s written authorization (usually by way of a 
requisition or purchase order) prior to incurring an expense on behalf of [Company]. 
To be reimbursed for all authorized expenses, you must submit an expense report or 
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voucher accompanied by receipts and it must be approved by your [Manager].  

Please submit your expense report or voucher each week, as you incur authorized reimbursable expenses. 
In order for [Company] to keep records and accounting accurate and current, expense reports or vouchers 
older than [one (1) / two (2) / three (3)weeks or months] old may not be honored. 

See also the section: “Travel to Job, Vendor or Customer Site” below 

Kitchen 

 If your workplace has kitchen facilities available to employees, then you know that there 
are a lot of issues to be managed. Some employers provide a variety of appliances from 
refrigerators to stovetops, microwaves to toaster ovens, and space for preparation and 
consumption. Others, for lack of space, offer the basics—refrigerator and microwave oven. 
Google gives everyone free food! 

It is the responsibility of everyone using the kitchen/break room to help keep it clean and to 
observe the rules of courtesy. 

As far as clean up is concerned, it’s pretty simple. If you spill something, wipe it up. Wash 
your own dirty dishes, or rinse them and put them in the dishwasher (if you enjoy that 

luxury). The [Company] [receptionist] oversees the dishwasher and will put away clean items. 

If you have a communal coffeemaker, please refill it and make a new pot of coffee whenever you drink 
the last cup. If you aren’t sure whether anyone wants more coffee, at least rinse the pot and the filter so 
that the coffeemaker is ready when the next person comes along. 

Food items left in the refrigerator will be disposed of each Friday.  

If you bring your lunch, use airtight containers for storage. -.Drippings and crumbs will burn and cause 
odors in the kitchen. 

 Credit: © Lydia Ramsey, author of MANNERS THAT SELL, keynote speaker and seminar 
leader, is a leading authority on business etiquette and protocol. For more FREE business 
etiquette tips, click here: http://lydiaramsey.com/signup/index.html visit 
http://www.mannersthatsell.com/ or call 1-866-688-2527.  

Music  

Playing music in the office may not disrupt your work, the work of others, or distract the user’s attention 
from safely and considerately navigating the office space or effectively performing work duties. 

Personal Use of Company Property 

Employees may be allowed to borrow certain [Company] tools or equipment for their own personal use 
while on our premises with prior approval from your supervisor Company property may not be taken off 
of premises and utilized for your personal use. You understand and agree that [Company] is not liable for 
personal injury incurred while using company property for personal projects. As a [Company] employee, 
you accept full responsibility for any and all liabilities for injuries or losses which occur, or for the 
malfunction of equipment. You are responsible for returning the equipment or tools in good condition- 
and you agree that you are required to pay for any damages that occur while using the equipment or tools 
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for personal projects. 

Pets at Work 

 We realize that this policy does not cover all pets. Owners of cats, birds, reptiles, ferrets, 
and the like will probably feel a sense of “discrimination” if they are not allowed to bring 
their pets to work. However, the potential for problems if different species are brought to 
the workplace is high and could lead to a menagerie-like work atmosphere. If you do wish 
to permit other pets on the premises, modify this policy accordingly. 

 Bringing dogs to work is becoming more and more common, especially in high-tech 
industries. If your company allows this practice, we encourage you to consider instituting 
this formal policy to deal with potential problems before they arise. It may be a good idea 
to find out how your employees feel about pets in the workplace before implementing a 
policy like this. 

 Dogs in the workplace can also have negative consequences; for example, if a dog bites 
an employee, it could be considered a valid Workers’ Compensation claim. Your site 
liability insurance would also be involved if the bitten employee / vendor / customer 
decided to sue the company and/or employee for injuries received. Additionally, some 
employees may experience severe allergic reactions to dogs. We recommend that you 
hold a meeting with all employees to discuss this issue prior to allowing dogs at work, as 
well as discussing potential liability issues with your insurance carriers and attorney to 
weigh risks. Please note that some city ordinances prohibit pets in the workplace, so 
check your local regulations. 

 A company may/may not allow pets at work. This is contingent upon the state/county laws 
as well as the agreement with your building management. If you allow dogs at work, this 
policy reviews necessary information. Note this does not include guide/assistance animals.  

The ability to bring your dog to work is a unique part of [Company]’s culture. 
However, as a dog owner and employee of [Company], there are responsibilities that 
understandably accompany this privilege.  

Bringing your best friend to [Company] is a privilege, not a right. Dog owners are 
expected to recognize that not all employees or visitors like dogs in the office; in some 
cases people with allergies cannot tolerate being in close proximity to animals.  

This policy acknowledges the rights of non-dog owners. If a dog in your work area is disturbing you, 
please contact the owner directly with your concern. 

Owners are expected to accommodate the reasonable requests of others. Please contact your manager if 
you need guidance. Following the common sense policies below will allow for the continued presence of 
pets at [Company]. Below are mandatory policies for dogs and their owners: 

 Employees with allergic reactions to certain dogs may ask the owner to refrain from 

bringing the dog to the workplace if the presence of the dog makes it difficult for the   

employee to work. Please respect any employee who is allergic to dogs. If you share an 

office or workspace with an  employee who is allergic to dogs, please do not bring your 

dog to work. 
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 Dogs must be properly licensed and vaccinated. (Please provide your supervisor with 

copies of both documents.) 

 Dogs must be kept on a leash when inside [Company] facilities. 

 Dogs should stay with their owner or designated dog-sitter at all times and should 

preferably remain in the employee’s office or immediate work area. 

 Dogs with fleas, ticks or worms cannot be brought into the office. . 

 Dogs are not allowed in restrooms or eating facilities. 

 Owners have complete responsibility for feeding, watering, walking, and cleaning up after 

their pets.   

 Owners are responsible for cleaning up after any “accident” that their dog may have. This 

includes carpet sterilization if necessary. 

 If a dog has [three (3)] accidents inside the building, it will not be allowed in the workplace, 

 Owners are responsible for cleaning up after their dogs outside of buildings, on [Company] 

grounds. Please keep a supply of plastic “doggie bags” on hand for this purpose. And 

please dispose of droppings in external garbage cans and not in your office (or anyone 

else’s office!! 

 Any incident of aggressive behavior by a dog to another dog or human is unacceptable 

and the offending dog may not be brought work. For this reason, we encourage all dogs 

brought to work to be spayed or neutered. 

 Owners must maintain adequate liability insurance against dog mishaps. 

 Generally, there are few laws that protect the pet owner—if your dog bites someone, you 
are liable. Period. (Check with a Personal Injury Attorney for the facts.) 

 Dogs are not permitted in [specific building/room/area] and other areas of the Company 

where customers routinely visit. 

 Dogs should not be brought to business meetings. 

 Loud repetitive barking or similar behavior which interferes with other employees' ability to 

work is unacceptable. Eating another employee’s food is also not acceptable.  

 
Repeated violations of these policies will result in the owner permanently losing their dog-at-work 
privileges. With your cooperation, we can continue to enjoy the presence of pets at [Company]. 

Due to common allergic reactions, cats are not allowed at work. 

Recycling, Waste Prevention & Conservation 

 This is a policy for forward-thinking companies as well as those interested in saving 
money. Many employees will appreciate your concern for the environment. 

 You may want to create lists of items that are and are not acceptable for recycling and 
post copies on or near your recycling containers. 

Waste of time, materials, equipment and utilities is costly to you and [Company]. You can 
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help make every minute count. Eliminate waste whenever possible. In the long run, you will benefit by 
helping to reduce operating costs. The money saved by eliminating waste can be passed along to 
employees in the form of profit-based bonuses and other benefits. 

Conservation 

Everyone at [Company] looks for ways to conserve. When you have an idea we can use to further 
conserve, please mention it to your supervisor. 

 The average employee prints a whopping 45 sheets a day, or about 10,000 a year. Of 
those, the report estimates 6,800 could be considered unnecessary, including 2,100 extra 
pages that get printed because employees don’t use double-sided printing. 

 Ideas excerpted from http://www.helium.com/ 

 When possible use double-sided printing to conserve paper (and trees). 

 Turn off all lights except [the electric sign, security lighting over each entrance] 

 Reuse internal envelopes   

 Avoid environmentally questionable materials or materials which use too much packaging. 

 Provide boxes for recycling office paper in each individual office and printer room. (See 

more below. Separate paper that is used on only one side for reuse in office copiers and 

fax machines. (Paper used on both sides can be collected for recycling. 

 Reuse large envelopes, file folders, and boxes. 

 Do not use any disposable (including plastic or Styrofoam) cutlery, plates, bowls, or cups 

but bring own plates or ceramic mugs. 

 Separate and recycle all plastic, glass, and aluminum cans. 

 Cloth towels are provided for drying dishes and surfaces, in an effort to prevent excess 

paper use. Encourage or Assign staff to bring the towels home to launder on a rotating 

basis. 

Recycling  
[Company] actively recycles as many materials as possible: 

Acceptable 

Please place the following items in the proper recycling bins: 

 Aluminum 

 Computer paper (pin-fed, single sheet, green or blue bar and plain white) 

 Laser printer cartridges  

 Newspapers  

 Plastic 

 Shipping cartons and packing materials 
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 White ledger (bleached bond, white copier paper, envelopes and adding 

machine tape)  

Unacceptable 

Please keep the following contaminants out of the recycling bins: 
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 Styrofoam 

 Cardboard 

 Food 

 Magazine 

Exceptions: 

 Metal paper clips and staples may be left on the paper. 

 

Just a Few Reasons for Recycling 

Solid Waste 

It has been estimated that each man, woman, and child produces an average of four (4) pounds of trash 
every day, almost 1,500 pounds a year. Most of this garbage gets buried in a landfill, and we are running 
out of landfill space at an alarming rate. Paper makes up about twenty-five (25) percent of many cities’ 
garbage, much of which could be diverted through office paper recycling programs. 

Paper Production 

As many as seventeen (17) small trees are required to make one (1) ton of paper. Recycling slows the 
demand for virgin timber fibers and lessens the strain on our forest resources. 

Energy Conservation 

Up to sixty-four (64) percent less energy is required to produce paper from waste paper instead of from 
virgin wood pulp. In the case of office paper, the equivalent of almost three (3) barrels of oil is saved for 
every one (1) ton of paper recycled. 

Air & Water Pollution 

The manufacturing of paper from used paper instead of from trees produces almost sixty (60) percent less 
air and water pollution. 

Water Conservation 

The manufacturing of recycled paper uses only one-half of the water that is required in the manufacturing 
of virgin paper. 

How Much does [Company] Consume per Year? 

Paper (tons) = [Number of employees] x .5 lbs. per day x 260 working days/year / 2000 lbs. 

17 Trees / ton of paper = 17 trees x number of tons of paper from above. 

 For example 20 employees x .5 lbs. per day = 100 x 260 = 26000 / 2000 = 13 tons of 
paper x 17 trees each = 221 trees! 
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+ Oil (gallons) / ton of paper = 682.5 gallons of oil x tons of paper from above.  

 For example, 13 tons of paper (from above) x 682.5 gallons of oil = 8,872.5 gallons of oil! 

How the [Company] Recycling Program Works 
You will be given two small containers (one for white paper and one for computer paper) to go on or near 
your desk. When you’re through using any paper, simply put it into the appropriate container instead of 
the trash can. When either of your containers are full, empty the contents into one of the central containers 
stationed in the office. Paper is much more valuable when it is separated by grade, so please put the white 
paper into the “white paper only” container and computer paper into the “computer paper only” container 
(all central containers will be clearly marked). That’s the end of your involvement - it’s that easy! All 
documents containing confidential information should be shredded before being recycled. 

Because we all have a lifelong habit of just throwing something away when we’re finished using it, it may 
take some time to remember not to throw the recyclable paper into the trash can. You have to think about 
it at first, but in a very short time it will become just another one of those things you do. 

Please keep all “contaminants,” including colored paper, magazines,   newspapers, soda cans, and half-
eaten sandwiches and so on, out of the paper recycling containers. If you’re recycling an old report, please 
remove the covers, any colored paper, and plastic bindings. Metal staples and small paper clips do not 
need to be removed. Soda cans, soda bottles, and glass jars and bottles can all be recycled. Please put 

these items into the designated recycling containers. 

Note: Please don’t crumple up paper being thrown away (in the trash or in recycling) - it 
takes up much less space when it’s flat. 

Recycling containers are located near computer printers, copiers, in the lunch/break area and other areas 
as designated by the company. Please do your part to recycle reusable materials. Please reuse items until 
they genuinely need to be replaced. Also, please pay attention to ways of conserving energy. Some of the 
easiest ways to do this are to make sure lights, equipment and faucets are turned off, and all doors and 
windows are closed whenever practical. 

Safety 

See the section entitled, “Safety” for a full description of [Company] safety policies. 

If you are in need of a comprehensive OSHA-Compliant Injury & Illness Prevention Manual, we offer 
[Company]’s SafetyPlanBuilder® 

 Salesperson Agreement -   

 We highly & strongly recommend the Independent Sales Representative Agreement 
provided as part of [Company]’s Agreement Builder®, a collection of plain-English 
business agreements.  

Service Awards 

 Include this policy only if you plan to honor it for each and every employee. Modify the 
awards and years of service required as needed to meet the needs of your company – 
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how can you make these awards truly meaningful for people who have worked for you as 
long as they have?  

 Think of them, if you must, as karma payments for people who have given you all and kept 
coming back… 

Each year, [Company] may honor its long-term employees by presenting service awards. Service awards 
may be given after you have completed three (3), five (5), ten (10), fifteen (15), etc.  years of service. 

 Here are some ideas…  

The awards are: 

 For five (5) years of service, a [trip to Maui]. 

 For ten (10) years of service, a [something memorable]. 

 For fifteen (15) years of service, a [HD entertainment center]. 

 For twenty (20) years of service, a [gold Rolex – give it to them while they can enjoy it and 

show it off!]. 

 For twenty-five (25) years of service, a [2-week trip to Europe].  

Smoking 

 The current trend is toward “No Smoking” facilities, although not all states have 
implemented legislation to support this. Many businesses, however, still provide 
designated smoking areas on company premises. It is generally not permissible to deny 
employment to smokers, when they are prepared to refrain from smoking on the premises 
and during work time. Consult with legal counsel for further questions regarding smoking 
policies at your company. 

[Company] is committed to providing a healthy and safe workplace for all of our 
employees, customers, contractors and vendors. In keeping with this commitment, the use 
of cigarettes, pipes, smokeless tobacco or cigars in the office is prohibited. 

If you wish to smoke, you must please go outside the building and smoke only in 
designated smoking areas: 

 [Loading dock] 

 [Back patio] 

 [name a place] 

 If necessary, check the state, county and building regulations for smoking. 

 
Please remember to be courteous and concerned about the needs of your fellow employees and others. 
Please do not smoke in restricted areas. 

Please also to remember to conform to our customer’s smoking policies when working at a customer’s 
site. 

Excessive breaks whether for smoking, or other reasons, may lead to disciplinary action, up to and 
including termination of employment.  
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Solicitations & Distributions 

 If you don’t want employees selling merchandise or circulating petitions during working 
hours, specify that you will not allow the distribution of any literature, petitions, surveys or 
the sale of any merchandise, raffle tickets and so on. 

Solicitation for any cause during working time and in working areas is not permitted. You are not 
permitted to distribute non-company literature in work areas at any time during working time.  

As used in this policy, ”working time“ includes all time for which an Employee is paid and/or is 
scheduled to be performing services for [Company]; it does not include break periods, meal periods, or 
periods in which an Employee is not, and is not scheduled to be, performing services or work for 
[Company] 

Employees are not permitted to sell, merchandise or otherwise solicit or distribute literature without 
management approval. 

Persons not employed by [Company] are prohibited from soliciting or distributing literature on company 
property or from being on [Company] property. 

Under no circumstances will non-employees be permitted to solicit or to distribute written material for 
any purpose on [Company] property. 

Posting on bulletin boards will be subject to approval by [manager/ceo] prior to posting. Any notices that 
have not received prior approval will be taken down.  

Spouse Accepts Employment – or Works for a Competitor 

 We suggest you obtain local legal advice on this, since the policy may threaten 
employee’s rights under some state and local laws. 

Should your spouse accept employment or be currently employed with a [Company] competitor, please 
bring this information to the immediate attention of your supervisor and/or the CEO of [Company]. 
Depending on your role or your spouse’s role, the [Company] reserves the right to terminate your 
employment. 

Telecommuting / Working from Home 

 A telecommuting arrangement, which allows employees to work from home or other 
remote locations, can be beneficial to both employers and their workers. The employee is 
spared a commute and can ideally take advantage of the increased solitude and flexibility 
that such an arrangement offers.  

 Among the factors influencing this trend toward telecommuting are: employers’ growing 
sensitivity to the balance between work and family; technological advances, such as fax 
machines and car phones, that make such arrangements more practical; government 
regulations, such as The Clean Air Act and a decrease in company overhead. The top four 
job titles that senior executives feel would most benefit from telecommuting or off-site 
arrangements are information specialists, sales representatives, computer programmers, 
and market research analysts.  
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 You will note that these positions tend to be in job families where the employee is 
expected to spend a majority of time working in the field or in front of a computer. 

 You must properly manage telecommuters in order to avoid the pitfalls associated with 
lack of supervision, and possible charges of discrimination. Make sure all eligible 
employees have equal access to this benefit. Not all employees will be eligible to 
telecommute, however, those that are eligible need to be given equal access to the 
benefit. 

 Site liability issues also need to be considered in consultation with your workers’ 
compensation carrier. For example, we advise you to consult with your carrier to clarify 
payment responsibility for any injury or illness that an employee may suffer while working 
at home. 

 Best to use the “Telecommuting Agreement” in the Forms section when implementing this 
policy. Also, please see the Manager’s Procedures Guide for more information. 

[Company]’s objective is to have employees perform their job in the most productive work 
environment possible. At times, specific jobs or tasks may be accomplished more 
productively by the use of flexible work arrangements such as telecommuting. 
Telecommuting is defined as an employment arrangement in which work delegated from the 
employee’s [Manager] is regularly scheduled and conducted during the employee’s normal 

work hours from a remote location.   

 Telecommuting may result in benefits to employees, through increased morale and 
retention; to the company, through decreased office space costs and overhead; and to the 
community at large, through decreased traffic congestion. 

Characteristics of the Employee 

 Note, when considering an employee for telecommuting, you must be consistent with all 
employees.  

In determining eligibility for telecommuting, you and your [Manager] should review the criteria listed 
below. You… 

 are a regular, full-time, exempt employee. 

 are familiar with the types of tasks that he/she is responsible for accomplishing. 

 possess a high level of job skills and knowledge of the job. 

 require moderate to no supervision, maintain a high level of productivity and use good 

judgment. 

 have good time management and organization skills; meets deadlines. 

 have good communication skills. 

 take the initiative on projects, follow through with work, and are a self-motivated, 

independent worker. 

 have worked at [Company] for a minimum of [00] months. 

 This can be arbitrary, but we suggest at least 6 months 



[Company] Employee Policies Manual 

 

____________________________________________________________________________________________ 

175 

Characteristics’ of the Job or Task 

The following items are characteristics of types of work that are most appropriate for telecommuting. 

 Face-to-face interaction with customers (with the exception of sales positions) is not 

required on a daily basis, and the job task has phases of work in which the employee 

spends most of the time working by him/herself. 

 A majority of the work product is quantifiable (such as meeting quotas, producing a project 

on time). 

 Necessary resources are available for remote work (for example, access to files and the 

proper computer equipment). 

 Schedule and work flow can be partially controlled by the employee. 

 Security measures and computer firewalls used to protect information are sufficient to 

protect confidential information at the remote site. 

Approval Process 

You should verbally request a telecommuting arrangement from your immediate [Manager]. If you and 
the position are considered by your [Manager] to be a possible telecommuting match, your [Manager] 
should then provide you with a “Telecommuting Agreement.” 

 Please use the Telecommuting Agreement in the HR Forms folder when implementing this 
policy. Also, please see the Manager’s Procedures Guide for more information. 

The Telecommuting Agreement states expectations regarding designated days and times during which 
you are expected to work and how output will be tracked. 

You should designate a specific location as your workplace, and, where feasible, allow [Company] and/or 
its workers’ compensation carrier to inspect it for safety. 

Your [Manager] will comment and make recommendations on the Agreement and submit it to [HR/CEO], 
if appropriate, for her/his comments and recommendations. 

A Telecommuting Agreement will have a term of no more than six (6) months, subject to review and 
approval by your [Manager] and you, in writing for an additional term of no more than six (6) months. 

Equipment and tools might include, but are not limited to, the following: computer, phone lines and 
internet connection. If you do not already have the required equipment, [Company] may, depending upon 
financial resources, make a reasonable effort to provide you with the equipment, service and tools. 

If any of the characteristics of the job/task or your performance should change such that they would no 
longer be compatible with telecommuting, or if your [Manager] otherwise believes it to be in the best 
interest of the department and/or [Company], your [Manager] may modify or terminate the Agreement at 
any time. In addition, you also have the option to request modification or termination of the Agreement. 

Please understand that your [Manager] has the discretion to deny any telecommuting request. If a 
[Manager] has a number of employees requesting telecommuting and this would have a negative impact 
on the operation of the department, then she/he may alter the conditions of a previously approved 
arrangement and/or deny new requests. 
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The Telecommuting Agreement is not a contract of employment, and nothing in this Policy nor any 
Telecommuting Agreement alters the at-will nature of the employment relationship, under which the 
employment relationship may be terminated at any time by either the employee or the employer for any 
reason, or for no reason. 

Telephone Usage 

A professional telephone manner is required at all times since employees represent the 
Company during telephone conversations. Employees are expected to use telephones in a 
responsible manner and for business purposes only. Personal phone calls are permitted, but 
please keep them to a minimum. 

Travel to Job, Vendor or Customer Sites 

If you are asked to conduct company business using your personal vehicle, you will be reimbursed at the 
rate of [56] cents per mile.  

The IRS standard mileage rates for the use of a car, vans pickups or panel truck) are:  

 Florida does not require businesses to reimburse mileage. 

 56 cents per mile for business miles driven. 

 23.5 cents per mile driven for medical or moving purposes. 

 14 cents per mile driven in service of charitable organizations.  

 
Please submit this expense on your weekly expense report. 

Personal autos used for business will be reimbursed at the prevailing IRS mileage allowance. The mileage 
reimbursement rate covers all vehicle expenses including fuel, insurance, and depreciation. It is important 
that you consider company time when traveling to job sites and vendors, so that any personal errands you 
might complete do not impact your effectiveness in meeting your company responsibilities.   

Uniforms 

 Include this policy only if it is appropriate for your company. Please see the Uniform 
Assignment Form in the HR Forms folder for use with this policy. 

 Employers should determine the types of uniforms required in specific roles in the 
company.  

 If uniforms are required they may be given or charged to the employee and reimbursed as 
a payroll deduction. Determine personal protective clothing that is required based on the 
industry and type of work completed. Some companies clean uniforms on a weekly basis, 
others require employees to maintain their own uniforms.  

[Company] provides uniforms which certain employees must wear while at work. Upon termination of 
employment, the uniforms must be returned or the cost will be deducted from your final paycheck.  Please 
consult your [Manager] for more information. 
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Use of Company Vehicle(s) 

If you are authorized to operate a [Company] vehicle in the course of your 
assigned work, or if you operate your own vehicle in performing your job, 
you must adhere to the following rules: 

1. You must be a driver with a valid CA issued driver’s license.  

2. You must maintain weekly mileage reports. 

3. You are responsible for following all the manufacturer’s recommended maintenance schedules to 
maintain valid warranties, and for following the manufacturer’s recommended oil change schedule. 

4. [Company] provides insurance on company vehicles, however, you will be considered completely 
responsible for any fines, moving or parking violations incurred. If you are driving your own 
vehicle for company use you are expected to have state required insurance coverage and bring 
proper validation to the company.  

 #5 is optional, but a good idea if employees drive with vendors or customers. 

5. You must keep the vehicle clean at all times. You must also wash and vacuum the vehicle as often 
as necessary. You will be reimbursed for your reasonable expense of keeping the vehicle clean. 
Please retain any receipts for reimbursement.  

6. Persons not authorized or employed by [Company] cannot operate or ride in a company vehicle. 

7. Prior to operation of any company vehicle, your [Manager] will train you on the appropriate steps 
to take if you are involved in an accident - filling out the accident report, getting names of witnesses 
and so on. 

Violence, Weapons 

Please see the respective sections under, “Prohibited Conduct” 
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SSaaffeettyy  &&  SSeeccuurriittyy  
 

 Safety programs, if properly developed and implemented, can be effective tools for 
reducing workplace injuries. As a result, company expenses due to employee injuries, time 
off from work, and workers’ compensation costs can be lowered. 

 Be sure you have all required OSHA posters on display in your facilities. If you have more 
than eleven (11) employees, you are required to complete Form 200, which summarizes 
your injuries and illnesses. The form should be signed by a company officer to certify the 
data. 

 For posters, forms, or more information, contact the OSHA office nearest you or call the 
Occupational Safety and Health Administration offices in Washington, DC at (202) 219-
8576. 

 For information on SafetyPlanBuilder® ([Company]’s software for producing a 
comprehensive written health and safety plan, please visit our website: 
http://www.[Company].com 

General Employee Safety 

 Federal: Under the OSHA, employers are responsible for providing a safe and healthful 
workplace. OSHA's mission is to assure safe and healthful workplaces by setting and 
enforcing standards, and by providing training, outreach, education and assistance. 
Employers must comply with all applicable OSHA standards. Employers must also comply 
with the General Duty Clause of the OSH Act, which requires employers to keep their 
workplace free of serious recognized hazards. 

 California: The Division of Occupational Safety and Health, better known as Cal/OSHA, 
protects workers and the public from safety hazards through its Occupational Safety and 
Health, elevator, amusement ride, aerial tramway, ski lift and pressure vessel inspection 
programs, and also provides consultative assistance to employers. 
http://www.dir.ca.gov/dosh/ 

 Florida: The state of Florida is one of a few states that does not have standards for public-
sector workplaces. Some counties and municipalities in the state do have health and 
safety programs that are approved by the Florida Department of Insurance. The University 
of South Florida has a consultation program that provides assistance to employers in the 
private sector wanting to develop health and safety standards within their businesses. 
Much of the funding for this program comes from the federal OSHA. 

 Illinois: Access to adequate first aid is an important part of all workplace safety and health 
programs. OSHA laws in Illinois require that there be personnel trained in first aid 
techniques and that they are readily accessible to all employees. They also require that all 
employees have access to proper first aid supplies. The entire workforce should be taught 
to recognize the signs of a medical emergency. It can mean the difference between life, 
death and serious injury. 
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 Michigan: According to the state, as an employer you must train any new employees you 
assign to a given task. This is especially true if you assign them to work on heavy 
equipment, such as pallet jack trucks, forklifts, or other such machinery. You must explain 
to them the safety rules that apply to the operation of all equipment. You must record any 
workplace injury incident in the Michigan OSHA log in a timely fashion, with date, time and 
the extent of injury, according to state regulations. If a worker comes down with an 
occupation-related disease, the state says you have 10 days to report such a diagnosis 
after you receive word of it. 

 New York: Follows federal regulations, plus: Passed in 2006, the New York State 
Public Employee Sun Safety Law requires that state employees who spend at least five 
hours per week outdoors to receive sun safety training. This training includes information 
on sun-related diseases, such as skin cancer, and how to protect yourself from such 
diseases. The law also requires training on cold weather dangers, such as hypothermia.  

 The New York State Workplace Violence Prevention Act, passed in 2006, requires that 
public employers establish violence prevention programs to curb the tide of assaults and 
murder in the workplace. Employers must evaluate factors in the workplace that put 
workers at risk of assault and murder, including work performed in public settings, 
handling of cash and work performed at night. If employing more than 20 people, the 
supervisor shall provide a written violence-prevention program for employees to read, as 
well as take steps to prevent workplace violence, such as providing outdoor lighting, 
minimizing the amount of cash held onto by workers and conflict-resolution training.  

 Under New York State's Right-to-know law, public employees are entitled to learn what 
toxic substances are present in their places of work. If you suspect that a substance you 
are working with contains toxic substances, you may issue a written letter to your 
employer requesting a full list of all toxic compounds present within the given substance. If 
you do not receive an answer to your request within three business days, you may refuse 
to work with that substance. 

 Texas: The Texas Department of Health, Occupational Safety Division formed in 1967 to 
protect the state's workforce from on the job injury and illness. Soon after, the U.S. 
Congress passed the Occupational Safety and Health Act. This act created the 
Occupational Safety and Health Administration (OSHA) to oversee workplace safety 
across the nation. Because many federal standards were similar to Texas law, the state's 
safety agency was eliminated. Current OSHA regulations are recognized as the law in 
Texas.  

 Washington: Over the years, the state of Washington has adopted a number of safety 
and health standards which have some significant differences from the federal 
counterparts. Examples include Washington's rules for fall protection, respiratory 
protection, aerial lifts, and agriculture. DOSH has also adopted a number of state-initiated 
rules for which there are no federal counterparts, including requirements for written safety 
and health programs, and for safety committees. 

 As part of the DOSH Standards Innovations Project, Washington grouped a number of 
basic safety and health standards, necessary for most employers, into one code section 
(Chapter 296-800 WAC). These are referred to as Core Rules. The Core Rules include 
requirements for Safe Workplace (similar to the OSHA General Duty Clause), Accident 
Prevention Program, First Aid, PPE, Hazard Communication, Safety Bulletin Board/Poster, 
Lighting, Housekeeping, Sanitation, Environmental, Tobacco Smoke in the Office, Stairs 
and Railings, Floor Holes and Openings, Open-sided Floors, Workplace Structural 
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Integrity, Basic Electrical Rules, Portable Fire Extinguishers, and Exit Routes and 
Employee Alarm Systems. 

 http://www.lni.wa.gov/Safety/Rules/Find/default.htmDepending on the type of business 
conducted, the Company may have stringent health and safety regulations, i.e. 
Department of Transportation (DOT). 

 
[Company] is committed to providing and maintaining a healthy, safe and secure working 
environment for all employees and recognizes the need to comply with regulations 
governing injury and accident prevention and employee safety. Maintaining a safe work 
environment; however, requires the continuous cooperation of all employees. 

[Company] will maintain safety and health practices consistent with the needs of our industry. If you are 
ever in doubt about how to safely perform a job, it is your responsibility to ask your [Manager] for 
assistance. Any suspected unsafe conditions and all injuries that occur on the job must be reported 
immediately. Compliance with these safety rules is considered a condition of employment. Therefore, it is 
a requirement that each [Manager] make the safety of employees an integral part of her/his regular 
management functions. It is the responsibility of each employee to accept and follow established safety 
regulations and procedures. 

It is important that employees follow safe and healthy work practices at all times. [Company] strongly 
encourages you to communicate with your [Manager] regarding safety issues. Accidents can be prevented 
only with the cooperation of all; as such, the following safety rules should be observed at all times: 

 Keep all that apply: 

 Always check to see that electrical equipment, computers, coffee machines and so forth 

are turned off before leaving the company premises.     

 Immediately report a work-related injury or potentially hazardous condition, no matter how 

minor, to your manager. 

 Correctly life boxes, items, etc. Do not attempt to push, pull or lift objects unless you can 

do so safely. Get help when necessary. 

 Avoid repetitive motion injuries such as carpal tunnel by doing wrist and arm exercises 

and/or wearing a brace as needed.  

Safety Rules 

Safety is everybody’s business. Safety is to be given primary importance in every aspect of planning and 
performing all [Company] activities. We want to protect you against industrial injury and illness, as well 
as minimize the potential loss of production. We will continue to provide a clean, safe and healthy place 
to work and we will provide the best equipment possible.  

Below are some general safety rules to assist you in making safety a regular part of your work. You are 
expected to work safely, to observe all safety rules and to keep the premises clean and neat. Remember 
that carelessly endangering yourself or others may lead to disciplinary action, including possible 
termination. Your [Manager] may post other safety procedures in your department or work area. 
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Working Safely 

Safety is everyone’s responsibility. Remind your co-workers about safe work methods. Start work on any 
machine only after safety procedures and requirements have been explained. Immediately report any 
suspected hazards and all accidents to your [Manager]. 

Electrical Hazards 

Do not stand on a wet floor while using any electrical apparatus. Keep extension cords in good repair. 
Don’t make unauthorized connections or repairs. Do not overload outlets. 

Fire Extinguishers 

Know the location of fire extinguishers are and how to use them. 

Lifting 

Ask for assistance when lifting heavy objects or moving heavy furniture. Bend your knees, get a firm grip 
on the object, hold it close to your body and space your feet for good balance. Lift using your stronger leg 
muscles, not your weaker back muscles. 

Handling Tools 

Exercise caution when handling objects and tools. Do not use broken, defective or greasy tools. Use tools 
for their intended purpose only. Wear safety glasses or goggles whenever using a power tool. 

Using Ladders 

Place ladders securely. Do not stand on boxes, chairs or other devices not intended to be used as ladders. 

Handling Materials  

Do not throw objects, always carry or pass them. Use flammable items, such as cleaning fluids with 
caution. Stack materials only to safe heights. 

Personal Protective Equipment 

Required personal protective equipment, except for prescription glasses and steel toe shoes, will be issued 
to you by your [Manager]. Wear appropriate personal protective equipment, like shoes, hats, gloves, 
goggles, spats and hearing protectors in designated areas or when working on an operation which is 
potentially hazardous. Also, wear gloves whenever handling castings, scrap, or barrels.  

 Companies may require employees to refrain from wearing jewelry, rings, etc. as part of 
the dress code when working in an area where heavy machinery is operated. Refer to the 
dress code policies and add if this is appropriate for your organization.  

Operating Machines & Equipment 

When operating machines and equipment, please be sure to follow these procedures: 

 Remove loose clothing, jewelry or rings before operating machinery.  

 Wear steel toe shoes and prescription eye protection to start the job, if required. 
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 Make sure machine guards are in place while machines are in operation. 

 Do not clean machinery while it is running.  

 Lock all disconnect switches while making repairs or cleaning. 

Preventing Falls 

Keep aisles, work places and stairways clean, clear and well lighted. Walk, don’t run and watch your step. 

 Our favorite: “Watch Your Head!” 

Falling Objects 

Store objects and tools where they won’t fall. Do not store heavy objects or glass on high shelves. 

Trash Disposal 

Keep sharp objects and dangerous substances out of the trash can. Items that require special handling 
should be disposed of in approved containers. Do not push down trash with your foot as you don’t know 
the types of materials that have been thrown in the trash can.  

Cleaning Up 

To prevent slips and falls, clean up spills and pick up debris immediately. 

Work Areas  

Keep cabinet doors, file and desk drawers closed when not in use. Open only one drawer at a time. 
Remove or pad torn, sharp corners and edges. 

Report All Injuries 

 Federal: The Occupational Safety and Health Administration “reminds employers to post 
OSHA Form 300A, which lists a summary of the total number of job-related injuries and 
illnesses that occurred during the prior calendar year. The form must be posted between 
Feb. 1 and April 30, 20xx. The summary must include the total number of job-related 
injuries and illnesses that occurred in the previous year and were logged on OSHA Form 
300, Log of Work-Related Injuries and Illnesses.  

 To assist in calculating incidence rates, information about the annual average number of 
employees and total hours worked during the calendar year is also required. If a company 
recorded no injuries or illnesses in the previous year, the employer must enter "zero" on 
the total line. The form must be signed and certified by a company executive. Form 300A 
should be displayed in a common area where notices to employees are usually posted.  

 Employers with 10 or fewer employees and employers in certain industries are normally 
exempt from federal OSHA injury and illness recordkeeping and posting requirements. A 
complete list of exempt industries in the retail, services, finance, insurance and real estate 
sectors can be found at http://s.dol.gov/YP.” 

 California: California employers have many different responsibilities under the California 
Occupational Safety and Health Act of 1973 and Title 8 of the California Code of 
Regulations. The following represents a list of the most important responsibilities; 
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 Establish, implement and maintain an Injury and Illness Prevention Program and update it 
periodically to keep employees safe 

 Inspect workplace(s) to identify and correct unsafe and hazardous conditions 

 Make sure employees have and use safe tools and equipment and properly maintain this 
equipment 

 Use color codes, posters, labels or signs to warn employees of potential hazards  

 Establish or update operating procedures and communicate them so employees follow 
safety and health requirements 

 Provide medical examinations and training when required by Cal/OSHA standards 

 Report immediately by telephone or fax to the nearest Cal/OSHA Enforcement Unit district 
office any serious injury or illness, or death, of an employee occurring in a place of 
employment or in connection with any employment as required by section 342(a), Title 8, 
California Code of Regulations (T8CCR). Serious injury or illness is defined in section 
330(h), T8CCR 

 Keep records of work-related injuries and illnesses on the log 300. At the end of the 
calendar year, copy the totals from the log 300 and transfer the information to the log 300A 
which must be posted February 1 through April 30 each year, if the employer has 11 or 
more employees  

 Post, at a prominent location within the workplace, the Cal/OSHA poster informing 
employees of their rights and responsibilities 

 If required to keep one, provide employees, former employees and their representatives 
access to the Log and Summary of Occupational Injuries and Illnesses, Cal/OSHA form 
300, at a reasonable time and in a reasonable manner 

 Provide access to employee medical records and exposure records to employees or their 
authorized representatives 

 Provide the Cal/OSHA enforcement personnel with names of authorized employee 
representatives who may be asked to accompany enforcement personnel during an 
inspection 

 Do not discriminate against employees who exercise their rights under the California OSH 
Act 

 Post Cal/OSHA citations at or near the work area involved. Each citation must remain 
posted until the violation has been corrected, or for three working days, whichever is 
longer. Post abatement verification documents or tags 

 Correct cited violations by the deadline set in the Cal/OSHA citation and submit required 
abatement verification documentation. 

 Florida:  follows federal OSHA guidelines. 

 Illinois: - follows federal OSHA guidelines. Employers are required to file a Form 45, 
Employers First Report of Injury when a work-related injury occurs.  

 Michigan: Recordkeeping for reporting injuries follows federal guidelines.   
www.michigan.gov/mioshastandards 

 New York: Uses Log of Work Related Injuries and Illnesses Form (SH 900) form to report 
injuries. 
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 Washington: All employers covered by the Washington Industrial Safety and Health Act 
(WISHA) are covered by this standard. However, most employers do not have to keep 
injury and illness records unless WISHA, OSHA, or the Bureau of Labor Statistics (BLS) 
informs them in writing that they must keep records. For example, employers with ten or 
fewer employees and business establishments in certain industry classifications are 
partially exempt from keeping injury and illness records. 

All accidents, injuries (no matter how slight), potential safety hazards, safety suggestions and 
health and safety related issues must be reported immediately to your [Manager]. If you or 
another employee is injured, you should contact outside emergency response agencies, if 
needed. If an injury does not require medical attention, a Supervisor and Employee Report of 

Accident Form must still be completed in case medical treatment is later needed and to insure that any 
existing safety hazards are corrected. The Employee’s Claim for Worker’s Compensation Benefits Form 
must be completed in all cases in which an injury requiring medical attention has occurred. 

Federal law (Occupational Safety & Health Administration) requires that we keep records of all illnesses 
and accidents which occur during the workday. If you fail to report an injury, you may jeopardize 
your right to collect workers’ compensation payments as well as health benefits. OSHA also provides 
for your right to know about any health hazards which might be present on the job. Should you have any 
questions or concerns, contact your [Manager] for more information. 

Ask Questions 

If you are ever in doubt regarding the safe way to perform a task, please do not proceed until you have 
consulted a [Manager]. Employees will not be asked to perform any task which may be dangerous to their 
health, safety or security. If you feel a task may be dangerous, inform your [Manager] immediately. 

 See the “Safety Suggestion Form” or the “Idea Submission Form” in the HR Forms folder 

We strongly encourage employee participation and input safety matters. Please obtain a “Safety 
Suggestion Form” from your [HR Manager] for this purpose. Employees may report potential hazards and 
make suggestions about safety without fear of retaliation. We appreciate, encourage and expect this type 
of involvement! The success of the [Company] safety program relies on the participation of all 
employees. Though it is [Company]’s responsibility to provide for the safety, health and security of its 
workers during working hours, it is the responsibility of each employee to abide by the rules, regulations 
and guidelines set forth. 

Remember, failure to adhere to these rules will be considered serious infractions of safety rules and will 
result in disciplinary actions up to and including termination.  

Fire Prevention 

 It’s a good idea to make sure that everyone is properly trained to use fire extinguishers. 
Everyone should be aware of the locations of fire extinguishers as well as how to use 
them. The ability to use a fire extinguisher without hesitation is critical in the event of an 
actual fire. 

 The US Navy learned this the hard way after a jet exploded on an aircraft carrier deck, 
killing the entire fire crew. 
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 Federal. Employers are required to distribute portable fire extinguishers in such a way that 
employees do not need to travel more than 75 feet (22.9m) to reach an extinguisher in the 
case of Class A fires (combustible materials such as paper and wood, but not liquids and 
gases). This requirement may be satisfied by uniformly spacing standpipe systems or 
hose stations within a sprinkler system, as long as employees are trained at least annually 
in their use, and the system provides total coverage of the area to be protected. 
 

 California: OFFICIAL CALIFORNIA CODE OF REGULATIONS  
TITLE 19. PUBLIC SAFETY  
DIVISION 1. STATE FIRE MARSHAL  
§ 1.14. Maintenance. Every fire alarm system or device, sprinkler system, fire extinguisher, 
fire hose, fire resistive assembly or any other fire safety assembly, device, material or 
equipment installed and retained in service in any building or structure subject to these 
regulations shall be maintained in an operable condition at all times in accordance with 
these regulations and with their intended use. 

 Florida: Follows federal regulations. 

 Illinois:  Follows federal regulations. In addition, The Life Safety Code is published by the 
National Fire Protection Association (NFPA) as one of several standards produced by the 
NFPA. The State of Illinois, through the Office of the State Fire Marshal, has adopted the 
NFPA Life Safety Code into Illinois' administrative code to serve as the applicable rules for 
fire prevention and safety.  

 Michigan: According to MIOSHA general safety standards, an extinguisher should be 
conspicuous located and easily accessible. However, when visual obstructions are 
unavoidable, signs should be posted that clearly show the location. MIOSHA states that 
when multiple extinguishers used for different situations are grouped together, the 
extinguishers should be clearly marked so that users can see the lettering from at least 3 
feet away. 

 New York: The New York City Fire Code is a City law that establishes fire safety 
requirements for a wide range of activities in New York City.  These requirements govern 
such matters as emergency preparedness; the prevention and reporting of fires; the 
manufacture, storage, handling, use and transportation of hazardous materials and 
combustible materials; the conduct of various businesses and activities that pose fire 
hazards; and the design, installation, operation and maintenance of the buildings and 
premises that house such materials, businesses and activities. 

 Texas: The Texas Administrative Code states that all water-based and portable fire 
extinguishers must comply with the National Fire Protection Association (NFPA) 
standards. Part of this compliance involves regular inspections, maintenance and testing 
of all fire extinguishers. The fire extinguishers must also be properly installed and tagged. 
It is important for you to perform similar maintenance and inspection of your own fire 
extinguishers at home to ensure your family’s safety. 

 Washington: The state of Washington maintains stringent policies and regulations 
concerning fire safety. In particular, regulations on the use of fire extinguishers in places of 
business are defined under the provisions set forth by the Washington Industrial Safety 
and Health Act, or WISHA. WISHA rules apply mainly to the use, placement, testing and 
maintenance of fire extinguishers in the workplace, but local fire marshals may enforce 
additional regulations. Know the location of the fire extinguisher(s) in your area and make 
sure they are kept clear at all times. Notify your [Manager] if an extinguisher is used or if 
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the seal is broken. Keep in mind that extinguishers that are rated ABC can be used for 
paper, wood, or electrical fires. Make sure all flammable liquids, such as alcohol, are 
stored in approved and appropriately labeled safety cans and are not exposed to any 
ignition source. (Ex don’t place a gas can in a closet with a water heater!) 

 I watched a house burn down one evening… The nearby police officer told me that the 
person reporting it just called 911 and started screaming – nothing intelligible. In response, 
the dispatcher sent a police officer. Upon his arrival, it was obvious that there was a fire so 
he called for the fire department. Given the sophistication of most 911 emergency 
systems, you can dial 911, say, “fire” and drop the phone – they will send the fire 
department. Had the person had at least said, “fire” after they called 9-1-1, the extra time 
may have saved their home. 

In Case of Fire 

If you are aware of a fire, you should: 

 Dial 9-1-1 or the local fire department. Be sure to say, “Fire!” and give 

the address or location. 

 If there are injuries or people in danger, tell the dispatchers – they will send 

paramedics as well. 

 What should you do when you're on fire? Stop, drop and roll!  

 If possible, immediately contact your [Manager] or the [HR Manager]. Evacuate all 

employees from the area. 

 If the fire is small and contained, locate the nearest fire extinguisher. This should only be 

attempted by employees who are knowledgeable in the correct use of fire extinguishers. 

 If the fire is out of control, leave the area immediately. No attempt should be made to fight 

the fire. 

 
When the fire department arrives, direct the crew to the fire. Do not re-enter the building until directed to 
do so by the fire department. 

Emergency Evacuation 

If you are advised to evacuate the building, you should: 

 Immediately stop all work 

 Contact outside emergency response agencies, if needed. 

 Shut off all electrical equipment and machines, if possible. 

 Walk to the nearest exit, including emergency exit doors. 

 Do not stop for personal belongings. Exit quickly, but do not run.   

 Proceed in an orderly fashion, to a parking lot near the building.   

 Do not re-enter the building until instructed to do so. 
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Housekeeping 

 November is National Flu Awareness Month.  

 To reduce the potential spread of the flu at work this season:  

 Post reminders that proper hygienic practices are important during flu season; 
communicate the importance of washing hands in bathrooms, break and food areas:  

 make disinfectants available for those who have to share equipment or tools and for 
telephones, computers or other accessories and in common work areas;  

 and make sure tissues are available in your common areas and conference rooms. Those 
pump containers of hand sanitizer are perfect. 

Neatness and good housekeeping are signs of efficiency. You are expected to keep your 
work area neat and orderly at all times – it is a required safety precaution. 

If you spill a liquid, immediately clean it up. Do not leave tools, materials, or other objects 
on the floor as these may cause others to trip or fall. Keep aisles, stairways, exits, electrical 

panels, fire extinguishers, and doorways clear at all times. 

Easily accessible trash receptacles and recycling containers are located throughout the building. Please 
put all litter and recyclable materials in the appropriate receptacles and containers. Always be aware of 
good health and safety standards, including fire and loss prevention. 

Please report anything that needs repairing or replacing to your [Manager] immediately. 

Office Safety 

Office areas present their own safety hazards. Please be sure to: 

 Arrange office space to avoid tripping hazards, such as telephone cords or calculator 

electrical cords. 

 Leave desk, file or cabinet drawers firmly closed when not in use. 

 Open only a single drawer of a file cabinet at a time. 

 Remember to lift things carefully and to use proper lifting techniques. 

Property & Equipment Care 

It is your responsibility to understand the machines needed to perform your duties. Good care of any 
machine that you use during the course of your employment, as well as the conservative use of supplies, 
will benefit you and [Company]. If you find that a machine is not working properly or in any way appears 
unsafe, please notify your [Manager] immediately so that repairs or adjustments may be made. Under no 
circumstances should you start or operate a machine you deem unsafe, nor should you adjust or modify 
the safeguards provided. 

Do not attempt to use any machine or equipment you do not know how to operate, or if you have not 
completed training on the proper use of the machine or equipment. 
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SSeeccuurriittyy  
 

 

 We’ve included the “Statement of Loss Prevention Responsibilities” Form to assist you in 
your loss prevention efforts. 

Maintaining the security of [Company] buildings and vehicles is every employee’s 
responsibility. Develop habits that insure security as a matter of course.  

For example: 

 Always keep cash properly secured. If you are aware that cash is not 

securely stored, immediately inform the person responsible. 

 Do not prop open outside doors.  

 Ask your manager who has the authority to enter company premises. 

 Employees working late shifts at [Company] should lock themselves in while working and 

lock themselves out when departing, arming the security system upon leaving. Ask for an 

escort to your car or leave the office in pairs to ensure safety.  

 ID cards must be visible and worn at all times. ID card may not be loaned to any individual; 

failure to follow this may result in disciplinary action up to and including termination.  

 Know the location of all alarms and fire extinguishers, and familiarize yourself with the 

proper procedure for using them. 

 Outside doors should be locked at all times.  

 Personal valuables should be stored inside desks or out of sight. Valuable personal items 

should not be left in the office as the [Company] is not responsible for these belongings.  

 When you leave [Company]’s premises make sure that all entrances are properly locked 

and secured.  

 
As noted above, employees must inform their manager immediately about any potential health or safety 
hazards, and all injuries or accidents, so that any dangerous situation can be corrected. Employees are 
strongly encouraged to report any situations of this nature and need not fear any form of reprisal as the 
result of their compliance with this policy. 

Entering & Leaving the Premises 

 If applicable, the specifics of entry and departure should be spelled out in a separate 
written document. 

At the time you are hired, you will be advised about proper entrances and exits used by employees, as 
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well as unauthorized areas in the workplace.  

Visitors 

Our insurance company prohibits unescorted or unauthorized visitors in our facilities. If you are expecting 
visitors, such as clients, customers or friends, please notify your [Manager]. You are expected to abide by 
these rules at all times. Failure to do so will lead to disciplinary action up to and including termination. 

Security Checks 

 The 4th Amendment to the U.S. Constitution guards against unreasonable searches and 
seizure, and in many cases, this right extends into the workplace, according to the Legal 
Aid Society Employment Law Center in California. State laws govern the definition of an 
invasion of privacy in the workplace. Whether the search is legal or not depends on 
whether an expectation of privacy has been maintained. If the employee has signed a 
document or is otherwise given notice that a search of personal property may occur, it is 
unlikely that the search is considered an invasion of privacy. 

[Company] may exercise its right to inspect all packages and parcels entering and leaving our premises. 

Parking Lot 

You must use the parking areas designated for employees. Please keep in mind that the parking spaces 
adjacent to or in front of our building(s) are for customers and visitors only. Remember to lock your car 
as [Company] is not responsible for valuables taken from your personal vehicle. 

Courtesy and common sense in parking will help eliminate accidents, personal injuries, and damage to 
your vehicle and to the vehicles of other employees. If you are involved in an accident in the parking area, 
immediately report the incident, along with the license numbers of both vehicles and any other pertinent 
information you may have, to your [Manager]. 

Restricted Areas 

In the interest of safety and security, certain portions of [Company]’s facilities may be 
restricted to authorized personnel only. Such areas will be clearly marked. Some areas 
may be designated no smoking areas as well. You must stay out of these areas if you are 
unauthorized to enter. 
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DDrruugg--FFrreeee  WWoorrkkppllaaccee  PPoolliiccyy  

 

 Once a company makes the commitment to take a stand against alcohol and other drug 
abuse in the workplace, development of a policy that clearly states the company's position 
is the next, critically important step.  

 To determine exactly what your policy should contain, consider taking the following steps:  

 Conduct an assessment to determine your company's needs. This may be accomplished 
as informally as simply talking with several employees about perceived needs. 

 Consider creating a policy task force consisting of several employees from throughout the 
company.  

 Once you have consulted everyone, you are ready to begin actually writing the policy.  
 

 Tips on Writing 

 Simply worded, straight-forward, and concise language will increase the likelihood that all 
your employees and job applicants will understand the policy and be willing to abide by it.  

 Be direct. Use active language to convey the company's policy.  

 Obligations and responsibilities should be stated without ambiguity so as to avoid the 
possibility of confusion or misunderstandings.  

 Answer These Questions: 

o Why you are implementing a policy,  

o What the policy prohibits, and  

o What the consequences are for any policy violations 

 Your written policy statement is your opportunity to express clearly your position on 
employee substance abuse. For some workers, the knowledge that the company is active 
on the issue and that they will be held accountable for their behavior is enough to deter 
future substance abuse. For others, knowing that their company is aware of the problem 
and is trying to respond to it will strengthen their commitment to being loyal and productive 
workers.  

 We suggest that you make it clear to your employees that your company is committed to 
creating and maintaining a drug-free environment and implementing a program to prevent 
the unlawful possession, use, or distribution of drugs and alcohol by employees. This 
information is a means to inform and educate employees of the standards of conduct, 
health risks, legal sanctions, community resources, treatment programs, and disciplinary 
sanctions which may result in the misuse of alcohol and drugs. 

 Please see the Manager’s Procedures Guide for more information. 

 

[Company] is an organization where responsibilities are governed by policies, including penalties for 
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violations of these standards as stated in the Employee Policies Handbook.  

[Company] is committed to providing a safe, drug-free workplace and to protect the interests of our 
employees and customers. [Company] policy prohibits anyone from using, possessing, selling, 
distributing, manufacturing, purchasing or being under the influence of alcohol, illegal drugs, intoxicants, 
or controlled substances while performing work for [Company], while on [Company] premises or on 
company business, including operating vehicles leased or owned by [Company]. 

[Company] will impose disciplinary action up to and including termination of employment  

For purposes of this policy, the use of prescription drugs by a person for whom they have not been 
prescribed or for use not consistent with the prescription, is prohibited. 

Any employee who is using prescription or over-the-counter drugs that may impair the employee’s ability 
to safely perform their job, or affect the safety or well being of others, must notify a manager of such use 
immediately before starting or resuming work. 

Violation of these rules and standards of conduct will not be tolerated. Each situation will be evaluated on 
a case-by-case basis. The Company may also bring violations to the attention of appropriate law 
enforcement authorities. 

This policy will not be construed to prohibit the moderate consumption of alcohol during social or 
business functions sponsored by the company where alcohol is served, or while entertaining customers 
and prospective customers of the company. However, employees must remember their obligation to 
conduct themselves properly at all times while performing company business or at company-sponsored 
functions or while representing [Company], including their responsibility not to drive while under the 
influence of alcohol or any other drugs.  

The Company will provide alternative transportation home for employees attending Company-sponsored 
functions if alcohol is served. Employees are expected to use good judgment and comport themselves at 
all times as representatives of [Company] when performing company business, attending business 
functions or entertaining customers and prospective customers. Failure -to comply with this policy will 
result in disciplinary action, up to and including termination of employment.   

Fitness for Duty Examination 

 Federal: When an employee is returning to work after FMLA leave, section 104(a) (4) of 
the FMLA permits an employer to require a “fitness for duty” test if the employer has a 
uniformly-applied policy or practice that requires all similarly situated employees who take 
leave for their own serious health conditions to obtain and present certification from their 
health care providers that they are able to resume work. An employer may seek fitness-
for-duty certification only with regard to the particular health condition that caused the 
employee’s need for FMLA leave. 29 C.F.R. 825.310(c). However, if State or local law or 
the terms of a collective bargaining agreement govern an employee’s return to work, those 
provisions shall be applied. Nothing in the FMLA prohibits an employer from requiring an 
employee to submit to drug testing once the employee has returned to work. Therefore, 
the employer’s actions do not violate the FMLA:  

 California: Both the Fair Employment and Housing ACT (FEHA) and the Americans with 
Disabilities Act (ADA) permit fitness-for duty exams.  According to the FEHA, Government 
Code section 12940 (f)(2), covered employers may  require that an employee undergo a 
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medical or psychological examination or make medical or psychological inquiries of 
employees that are “job related  and consistent with business necessity.” The ADA 
contains language similar to the FEHA1 and provides that covered employers may make 
inquiries into the ability of an employee to perform job-related functions. 

 Illinois: While the employer may have legitimate concerns about allowing the employee to 
remain at work, refusing to allow the employee to work potentially implicates the 
“perceived or regarded as disabled” protections of the Americans with Disabilities 
Act and/or similar state laws. Under certain circumstances, the ADA does allow employers 
to assess a current employee’s fitness for duty through a medical examination without 
running afoul of the law’s perceived or regarded as disabled protections so long as the 
examination is job-related and consistent with business necessity.  

 In other words, the employer may require a medical opinion on whether a current 
employee is currently able to capably and safely perform his or her job-related functions. 
However, employers should take care before considering this option; to legally require an 
employee to submit to a fitness for duty examination, the employer must have a 
reasonable belief, based on objective evidence, that either 1) the employee’s ability to 
perform his or her essential job functions is impaired by a medical condition or 2) the 
employee poses a direct threat to safety of others due to a medical condition.  

 The exam cannot be used as a way to assess whether the employee has a disability or 
what the severity of the medical condition may be but may be utilized to obtain disability-
related information designed to help assess whether the employee can safely and properly 
perform his or her job responsibilities. 

[Company] reserves the right to require an employee to submit to a medical fitness for duty examination, 
when, in the Company's opinion, such an examination is job related and consistent with business 
necessity.  

 Drug testing does not qualify as a medical exam under the ADA. However, drug tests may 
be given to both applicants and employees. Check with your attorney concerning any state 
laws that may restrict drug testing. 

 Putting a drug policy in place requires some forethought, as it is imperative that you 
maintain complete consistency with implementation of whatever policy is defined in your 
employee manual. Therefore, it is best to leave all possibilities open. There are four 
possible components to the policy: pre-employment, post-accident, reasonable suspicion 
and random. Most companies will find that post-accident is sufficient to aid in keeping 
workers’ compensation costs down.  

 Pre-employment drug testing is good for organizations that bring in a lot of entry level 
employees and want to make sure that they are not populating their work force with drug 
users. One caveat in this regard, however: users of harder drugs like methamphetamine or 
cocaine can clear their systems of these drugs in four to five days, while users of more 
innocuous substances such as marijuana, can retain residue 30-45 days after usage. You 
need to think through how you will handle positive results in this regard.  

 Reasonable suspicion testing should only be used if management personnel are trained in 
the components of reasonable suspicion. It is specifically defined how to identify if 
reasonable suspicion is warranted. The use of random drug testing is also specifically 
defined, and if you want to be sure you have a drug free workplace at all times, this is one 
way to help get there.  
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 In addition, a recent ruling in California clarifies that employers are not required to 
accommodate “medical” use of marijuana by employees. 

 It is more costly than the other components (due to frequency of tests), and requires more 
administration time, as well as requiring implementation to be sure that it is truly random. 
Instituting random drug testing without assuring that you are not discriminating in any way 
can cause legal problems. 

Legal Implications of Alcohol and Other Drug Use 

A variety of implications surround the use of alcohol and other drugs. This summary is designed to alert 
you to some of the legal risks you assume when you use alcohol or other drugs. Penalties for illegal use 
will also be described. However, this summary is only a descriptive document. It should not be 
interpreted as legal advice or counsel. The regulations summarized here are those most likely to affect 
employees of [Company]. 

Possession & Use 
 Edit for the state(s) in whichyou do business: 

Blood Alcohol Content (BAC) levels by state: 

Federal - .08 

California - under 21 there is a zero tolerance limit and is grounds for DUI arrest greater than .01 –  

Florida – under 21 first time convictions BAC.02 or higher 

Illinois – under 21 any trace of alcohol lose driving privilege 

Michigan – under 21 BAC .02 or more against the law 

Texas – under 21 any detectable amount is a crime  

New York – under 21 BAC .02 

Washington – under 21 BAC .02 

 

Furnishing alcohol to minors 

Federal – Must be 21, but states rule for exceptions to law 

California – misdemeanor to supply alcohol to minors. 

Florida – misdemeanor to supply alcohol to minors. 

Illinois – allowed on private non alcohol selling property with parental consent 

Michigan – educational, religious, and educational purposes 

Texas – parental consent and presence required 

New York –  parental consent and presence required 

Washington – private non selling with parental consent 
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Consequences 
Refusal to submit to BAC test: 

Florida- lose license for 1 year for first refusal, second and more lose for 18 months and jail time 

California – lose license for 1 year, second – 2 years, 3rd – 3 years 

Illinois – lose license for 1 year, second or more – 3 years 

Michigan – lose license for1 year, second or more – 2 years 

Texas – at least 180 days, second or more offense – 2 years 

New York – lose license 1 year and $500 fine, second and more – 18 months and $750 fine 

Washington – lose license 1 year for refusal 

 For more comprehensive information on the legal implications of alcohol or other drug use, 
visit a library to see the U.S. Criminal Code, Chapter 13. 

Where to Get Help 

 How to Get Help 

 To obtain additional information regarding the development of a substance abuse policy 
for your workplace, you may wish to contact the following:  

 The National Clearinghouse for Alcohol and Drug Information (NCADI) 

 NCADI is a national resource for information on the latest research results, popular press 
and scholarly journal articles, videos, prevention curricula, print materials, program 
descriptions, and state-level contacts. (1-800-729-6686)  

 The Drug-Free Workplace Helpline 

 The Drug-Free Workplace Helpline is a toll-free service funded by the Federal 
Government's Department of Health & Human Services to provide individualized technical 
assistance to businesses of all sizes and unions on the development and implementation 
of comprehensive substance abuse workplace programs. (1-800-843-4971)  

 Credit: Working Partners for an Alcohol- and Drug-Free Workplace 

 The Working Partners Small Business Workplace Kit provides introductory resources and 
information for making workplaces alcohol and drug free. 
Printed versions of the Small Business Workplace Kit (Inventory Number RPO 899) can be 
ordered free of charge from the National Clearinghouse for Alcohol and Drug Information 
(NCADI) at: 

 List names and phone numbers of all health carriers and their drug treatment programs, 
including private hospitals in your local areas. Check your yellow pages for information. 
Consider including the following resources. 

A number of community resources are available to help you, including: 

Community Resources 

 Alcoholics Anonymous 

 County Bureau of Alcohol and Drug Services 
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 Employee Assistance Program 

 Narcotics Anonymous 

 National Council on Alcoholism and Drug Dependence 

 
This document is intended solely as a resource. [Company] does not endorse programs and/or an agency 
listed on this document and accepts no responsibility for treatment provided by these agencies/programs, 
nor does it guarantee insurance coverage of treatment. 

This document is not a comprehensive listing of alcohol/chemical dependency treatment programs. Other 
sources for both in-patient and out-patient alcohol/chemical dependency treatment programs may be 
located by consulting your family physician, local telephone directory under the heading “Drug Treatment 
Programs,” or through the National Council on Alcoholism and Drug Dependence at 212-206-6770. 

 National Clearinghouse for Alcohol and Drug Information (NCADI) 
PO Box 2345 
Rockville, MD 20847-2345 
Phone: (301) 468-2600 or (800) 729-6686 
www.health.org 

 See Full Article at: http://www.dol.gov/asp/programs/drugs/workingpartners/taking.htm 
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UUnnllaawwffuull  HHaarraassssmmeenntt  
 

 See also the section on Equal Employment Opportunity under “Employment Policies.” 

 This policy will need to be revised as time goes on and your company changes and grows. 
Review your policy each year with an attorney for any legal changes that may need to be 
made. 

 While you could consider sexual harassment to be a subset of harassment in general, 
sexual harassment needs to be treated extremely seriously - allegations could leave your 
company and accused individuals personally open to expensive lawsuits. For this reason 
we have devoted a large portion of this policy to sexual harassment. All claims of sexual 
harassment need to be investigated immediately. See the section titled “Sexual 
Harassment” in the Manager’s Procedures Guide for further information and checklists on 
investigations. 

 You may wish to consider implementing a policy that does not allow dating between 
supervisors and subordinates. Problems frequently arise when these relationships sour, 
and the “scorned” employee feels that she/he did not get a wanted promotion because the 
ex-lover actively blocked it. Additionally, it is difficult for other employees to believe the 
supervisor is not showing favoritism. 

 Please use the Sexual Harassment Complainant Interview Form, the Alleged Harasser 
Interview Form and the Co-Worker Interview Form when conducting a harassment 
investigation. You will find these in the HR Forms folder. 

 In California, A.B. 1825 states it is mandatory for supervisors to attend sexual harassment 
training every two years for a total of two hours. This training should be tracked and 
records should be kept for each individual manager/supervisor indicating training has 
occurred which is in compliance with state regulations through a formal in house program 
or via an approved on line training provider. 

 

[Company] intends to provide a work environment that is pleasant and professional in which 
all individuals are treated with respect and dignity—free from intimidation, hostility or other 
offenses which might interfere with work performance.  

Each person has the right to work in an atmosphere that promotes equal opportunities and 
prohibits discriminatory practice, including harassment. In accordance with applicable law, [Company] 
prohibits sexual harassment and harassment based on age, ancestry, creed, disability (physical or mental), 
gender, marital status, medical condition (including pregnancy), national origin, race, religion, sexual 
preference, veteran status, or any other basis protected by federal, state, or local law. All such harassment 
of any sort – physical, verbal, visual – is unlawful and will not be tolerated. 

 Federal – EEOC: Harassment is a form of employment discrimination that violates Title VII 
of the Civil Rights Act of 1964, the Age Discrimination in Employment Act of 1967, 
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(ADEA), and the Americans with Disabilities Act of 1990, (ADA).Harassment is unwelcome 
conduct that is based on race, color, religion, sex (including pregnancy), national origin, 
age (40 or older), disability or genetic information. Harassment becomes unlawful where 1) 
enduring the offensive conduct becomes a condition of continued employment, or 2) the 
conduct is severe or pervasive enough to create a work environment that a reasonable 
person would consider intimidating, hostile, or abusive. Anti-discrimination laws also 
prohibit harassment against individuals in retaliation for filing a discrimination charge, 
testifying, or participating in any way in an investigation, proceeding, or lawsuit under 
these laws; or opposing employment practices that they reasonably believe discriminate 
against individuals, in violation of these laws. 

 California:  The Fair Employment and Housing Act (FEHA) defines sexual harassment as 
harassment based on sex or of a sexual nature; gender harassment; and harassment 
based on pregnancy, childbirth, or related medical conditions. The definition of sexual 
harassment includes many forms of offensive behavior, including harassment of a person 
of the same gender as the harasser. 

 The California Department of Fair Employment and Housing (DFEH) enforce laws that 
protect you from illegal discrimination and harassment in employment based on your 
actual or perceived: ancestry, age (40 and above), color, disability (physical and mental, 
including HIV and AIDS), genetic information, gender, gender identity, gender expression, 
marital status, medical condition, national origin, race, religion, sex, or sexual orientation. 

 Florida: In Florida, an employee has a right to be free from harassment that is based on 
being a member of a "protected class," that is, based on the employee's sex, age, race, 
disability, national origin, and religion. General, random harassment by an employer is not 
the basis for a legal action. Harassment created by a hostile environment is more 
common. Both federal and Florida State laws make it unlawful for an employer to subject 
an employee to a hostile environment based on the protected classes previously 
described. To constitute a legal claim based on a hostile environment, the conduct must 
be either severe or pervasive.  

 Illinois: The Illinois Human Rights Act protects state employees and other workers from 
discrimination or harassment due to age, marital status, sex or sexual orientation. Illinois 
harassment laws protect employees from discrimination due to ancestry, national origin or 
race, citizenship status or color. Employees are protected from harassment due to their 
religion, military status or arrest record. The Illinois Human Rights Act also protects state 
employees and other workers from being harassed for physical or mental disability 
unrelated to job requirements and from retaliation for opposing discrimination. 

 Michigan: Sec 103(h) Discrimination because of sex includes sexual harassment which 
means unwelcome sexual advances, requests for sexual favors, and other verbal or 
physical conduct or communication of a sexual nature when: 

 (i) Submission to such conduct or communication is made a term or condition either 
explicitly or implicitly to obtain employment, public accommodations or public services, 
education, or housing. 

 (ii) Submission to or rejection of such conduct or communication by an individual is used 
as a factor in decisions affecting such individual's employment, public accommodations or 
public services, education, or housing. 

 (iii) Such conduct or communication has the purpose or effect of substantially interfering 
with an individual's employment, public accommodations or public services, education, or 
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housing; or creating an intimidating, hostile, or offensive employment, public 
accommodations, public services, education, or housing environment. 

 New York: Organization must have four or more workers to be protected by the City 
Human Rights Law. The Law prohibits discrimination in hiring and firing as well as work 
assignments, salary, benefits, promotions, performance evaluations, and discipline based 
upon race, color, creed, age, national origin, alienage or citizenship status, gender 
(including gender identity and sexual harassment), sexual orientation, disability, arrest or 
conviction record, marital status, partnership status, or status as a victim of domestic 
violence, stalking and sex offenses. The Law also prohibits the employer from making 
statements, asking questions during interviews or circulating job announcements that 
suggest a preference for or prejudice against hiring individuals based on the groups listed 
above. The Law also applies to employment agencies and labor organizations. 

 Texas: harassment constitutes any act or treatment leading to physical or emotional 
adversity on the basis of gender, color, religion, ethnicity, sexual orientation, age, disability 
or any similar status. Texas forbids discrimination or harassment of any kind in the 
workplace and in educational settings. Texas state code goes to great lengths defining 
types of harassment. As per this code, harassment includes generating and disseminating 
threats or false character reports in person, via writing or over the phone; making regular 
phone calls intended to annoy or harass; calling an individual and hanging up repeatedly; 
and sending regular electronic communications intended to harass, annoy, abuse, offend, 
embarrass or "torment" another. The definition of harassment covers conduct directed at 
the family or household of an individual suffering workplace harassment and places 
special emphasis on the use of the inappropriateness of obscene material. 

 Washington: Defined as companies with eight or more employees (one or more 
employees for gender-based wage discrimination) are subject to the state's 
antidiscrimination law. In addition to the federal protected groups, Washington includes: 
race, color, national origin, religion, sex (including pregnancy, childbirth, medical 
conditions, a and breastfeeding), disability (physical, mental or sensory), age (40 or older), 
genetic information, marital status, sexual orientation, AIDS/HIV, hepatitis C infection, 
member of state militia, use of service animal, gender identity, and domestic violence 
victim status. 
 

What Is Harassment? 

Workplace harassment can take many forms. It may be, but is not limited to, words, signs, offensive 
jokes, cartoons, pictures, posters, e-mail jokes or statements, pranks, intimidation, physical assaults or 
contact, or violence. Harassment is not necessarily sexual in nature. It may also take the form of other 
vocal activity including derogatory statements not directed to the targeted individual but taking place 
within their hearing. Other prohibited conduct includes written material such as notes, photographs, 
cartoons, articles of a harassing or offensive nature, and taking retaliatory action against an employee for 
discussing or making a harassment complaint. 

Policy Statement on Sexual Harassment 

Sexual harassment may include unwelcome sexual advances, requests for sexual favors, or other verbal or 
physical contact of a sexual nature when such conduct creates an offensive, hostile and intimidating 
working environment and prevents an individual from effectively performing the duties of their position. 
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It also encompasses such conduct when it is made a term or condition of employment or compensation, 
either implicitly or explicitly and when an employment decision is based on an individual’s acceptance or 
rejection of such conduct. 

It is important to note that sexual harassment crosses age and gender boundaries and can not be 
stereotyped. 

Sexual harassment may exist on a continuum of behavior. For instance, one example of sexual harassment 
may be that of an employee showing offensive pictures to another employee. 

Sexual Harassment Defined 

 Federal: It is unlawful to harass a person (an applicant or employee) because of that 
person’s sex. Harassment can include “sexual harassment” or unwelcome sexual 
advances, requests for sexual favors, and other verbal or physical harassment of a sexual 
nature. 

 Florida: Florida law specifically defines what constitutes a "sexual harassment" offense. 
According to Lawyers.com, this is defined as any "unwelcome sexual advances, conduct 
or other physical or verbal acts of a sexual nature, which occur in the workplace." If you 
are a Florida employee, and your employer offers you any work-related benefit, such as a 
promotion, shift change or salary increase, in exchange for any act that is sexual in nature, 
your employer may be found liable for workplace sexual harassment. Similarly, Florida law 
provides that employers may also be liable for sexual harassment based on a hostile work 
environment. The law defines a hostile work environment as one that is excessively sexual 
in nature. If you believe that your workplace is overly sexual in nature, you may be victim 
of sexual harassment. In addition, Florida law prohibits employers from making any 
statements that are sexual in nature. Employers may not threaten employees, directly or 
indirectly, with any adverse action for not complying with acts or statements that are 
sexual in nature. Under Florida law, employers are directly responsible/liable for all 
workplace sexual-harassment incidents. 

 Illinois: Sexual harassment in the workplace is illegal under federal and Illinois state law. 
Sexual harassment can involve unwanted sexual advances or physical and verbal acts 
that are sexual in nature. An employer is guilty of sexual harassment if any type of job-
related benefit is offered in exchange for sexual favors or they make sexual statements or 
advances to an employee that are unwanted. An employee in Illinois must file their case 
with the Illinois department of human rights within 180 days of the incident taking place. 
 
Michigan: Elliott-Larsen Civil Rights Act 453 of 1976 as Amended by Public Act 202 of 
1980: Sec 103(h) Discrimination because of sex includes sexual harassment which means 
unwelcome sexual advances, requests for sexual favors, and other verbal or physical 
conduct or communication of a sexual nature when: 

 (i) Submission to such conduct or communication is made a term or condition either 
explicitly or implicitly to obtain employment, public accommodations or public services, 
education, or housing. 

 (ii) Submission to or rejection of such conduct or communication by an individual is used 
as a factor in decisions affecting such individual's employment, public accommodations or 
public services, education, or housing. 

 (iii) Such conduct or communication has the purpose or effect of substantially interfering 
with an individual's employment, public accommodations or public services, education, or 
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housing; or creating an intimidating, hostile, or offensive employment, public 
accommodations, public services, education, or housing environment. 

 New York: Sexual harassment is a form of gender-based discrimination. Unwelcome 
verbal or physical conduct of a sexual nature constitutes unlawful sexual harassment 
when:  

 Granting sexual favors is used as the basis for employment decisions or as a requirement 
to keep your job 

 Such conduct unreasonably interferes with job performance, or creates an intimidating, 
hostile or offensive work environment The harasser and the target can be a man or a 
woman. Harassment can be verbal, physical or pictorial and can include: sexual 
comments, jokes, innuendo, and pressure for dates, sexual touching, sexual gestures, and 
sexual graffiti. The complainant does not have to be the person at whom the offensive 
conduct is directed, but can be anyone affected by the conduct. 
 

 Texas: Doesn’t differentiate kinds of harassment. 

 Washington: Washington State laws against discrimination in employment are contained in 
Ch. 49.60 RCW. They prohibit sex discrimination in employment, which includes sexual 
harassment. Under this law, individuals may file a lawsuit in state court or file a complaint 
with the Washington State Human Rights Commission. RCW 49.60.180 establishes a 
legal right for an employee to sue an employer for hostile work environment, sexual 
harassment, quid pro quo sexual harassment, and disparate treatment based upon 
gender.  

 The following review discusses, in depth, the specific issue of sexual harassment. A clear, 
detailed sexual harassment policy provides a solid foundation for an effective prevention 
program. This policy provides a clear definition of sexual harassment. 

 Managers at all levels should receive periodic training on this policy, and on their roles in 
investigating and resolving sexual harassment complaints. To implement an effective 
program, you must enlist executive support for all of the program elements. 

  

Generally, two categories of sexual harassment exist. The first, “quid pro quo,” (“In Latin means this for 
that.”) may be defined as an exchange of sexual favors for improvement in your working conditions 
and/or compensation. The second category, “hostile, intimidating, or offensive working environment,” 
can be described as a situation in which unwelcome sexual advances, requests for sexual favors, or other 
verbal or physical contact of a sexual nature when such conduct creates an intimidating or offensive 
environment. Examples of a hostile, intimidating, and offensive working environment includes, but is not 
limited to, pictures, cartoons, symbols, or apparatus found to be offensive and which exist in the 
workspace of an employee. This behavior does not necessarily link improved working conditions in 
exchange for sexual favors. It is also against [Company] policy to download inappropriate pictures or 
materials from computer systems. 

Applicable state and federal law defines sexual harassment as unwanted sexual advances, requests for 
sexual favors, visual, verbal, or physical conduct of a sexual nature when:  

(1)  submission to the conduct is made a term or condition of employment; or  

(2) submission to or rejection of the conduct is used as basis for employment decisions affecting the 
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individual; or  

(3) the conduct has the purpose or effect of unreasonably interfering with the Employee's work 
performance or creating an intimidating, hostile, or offensive working environment.  

This definition includes many forms of offensive behavior. The following is a partial list: 

 Unwanted sexual advances; 

 Offering employment benefits in exchange for sexual favors; 

 Making or threatening reprisals after a negative response to sexual advances; 

 Visual conduct such as leering, making sexual gestures, or displaying sexually suggestive 

objects, computer images, pictures, cartoons, or posters; 

 Verbal conduct such as making or using derogatory comments, epithets, slurs, sexually 

explicit jokes, or comments about any Employee's body or dress; 

 Verbal sexual advances or propositions; 

 Verbal abuse of a sexual nature, graphic verbal commentary about an individual's body, 

sexually degrading words to describe an individual, or suggestive or obscene letters, 

notes, e-mail, or invitations; 

 Physical conduct such as touching, assault, or impeding or blocking movements; and 

 Retaliation for reporting harassment or threatening to report harassment. 

 
It is unlawful for males to sexually harass females or other males, and for females to sexually harass 
males or other females. Sexual harassment on the job is unlawful whether it involves coworker 
harassment, harassment by a manager, or harassment by or of persons doing business with or for 
[Company]. 

Other Types of Harassment (cut pix) 

Prohibited harassment on the basis of race, color, national origin, ancestry, religion, physical or mental 
disability, marital status, medical condition, sexual preference, age, or any other protected basis, includes 
behavior similar to sexual harassment, such as: 

 Verbal conduct such as threats, epithets, derogatory comments, or slurs; 

 Visual conduct such as derogatory posters, photographs, cartoons, drawings, or gestures; 

 Physical conduct such as assault, unwanted touching, or blocking normal movement; and 

 Retaliation for reporting harassment or threatening to report harassment. 

Responsibility 

All [Company] employees, and particularly managers, have a responsibility for keeping our work 
environment free of harassment. Any employee who becomes aware of an incident of harassment, 
whether by witnessing the incident or being told of it, must report it to their immediate [supervisor / 
manager / team leader / designated company representative] or the designated management representative 
with whom they feel comfortable. When management becomes aware of the existence of harassment, it is 
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obligated by law to take prompt and appropriate action, whether or not the victim wants the company to 
do so. 

Liability for Harassment 

Any employee, whether a coworker or manager, who is found to have engaged in prohibited harassment 
is subject to disciplinary action, up to and including discharge from employment. Any Employee, who 
engages in prohibited harassment, including any manager who knew about the harassment but took no 
action to stop it, may be held personally liable for monetary damages. Any manager who knew about 
harassment and took no action to stop it or failed to report the harassment to the [Manager Title] may also 
be subject to discipline up to and including discharge.   

 Federal: The employer is automatically liable for harassment by a supervisor that results 
in a negative employment action such as termination, failure to promote or hire, and loss 
of wages. If the supervisor's harassment results in a hostile work environment, the 
employer can avoid liability only if it can prove that: 1) it reasonably tried to prevent and 
promptly correct the harassing behavior; and 2) the employee unreasonably failed to take 
advantage of any preventive or corrective opportunities provided by the employer. The 
employer will be liable for harassment by non-supervisory employees or non-employees 
over whom it has control (e.g., independent contractors or customers on the premises), if it 
knew, or should have known about the harassment and failed to take prompt and 
appropriate corrective action 

 California: The California Fair Employment and Housing Commission (FEHC) has issued 
a decision that held that an employer can be liable for failing to take all reasonable steps 
to prevent discrimination and harassment, even if there is no underlying discrimination or 
harassment. 

 Florida: Florida law specifically defines what constitutes a "sexual harassment" offense. 
According to Lawyers.com, this is defined as any "unwelcome sexual advances, conduct 
or other physical or verbal acts of a sexual nature, which occur in the workplace." 

 If you are a Florida employee, and your employer offers you any work-related benefit, such 
as a promotion, shift change or salary increase, in exchange for any act that is sexual in 
nature, your employer may be found liable for workplace sexual harassment. 

 Similarly, Florida law provides that employers may also be liable for sexual harassment 
based on a hostile work environment. The law defines a hostile work environment as one 
that is excessively sexual in nature. If you believe that your workplace is overly sexual in 
nature, you may be victim of sexual harassment. 

 In addition, Florida law prohibits employers from making any statements that are sexual in 
nature. Employers may not threaten employees, directly or indirectly, with any adverse 
action for not complying with acts or statements that are sexual in nature. 

 Under Florida law, employers are directly responsible/liable for all workplace sexual-
harassment incidents. 

 Illinois: Sangamon County Sheriff's Department v. Illinois Human Rights CommissionAn 
Illinois employer is strictly liable for sexual harassment committed by any supervisory or 
management employee, even where the harasser had no supervisory authority over the 
complainant and had no authority to affect the terms and conditions of the complainant's 
employment. 
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 Michigan: The employer is liable for harassment, if they fail to remedy or prevent a hostile 
or offensive work environment of which management-level employees knew, or in the 
exercise of reasonable care should have known. 

 New York: The Domestic Workers’ Bill of Rights protects your worker(s) from certain 
forms of harassment based on gender, race, religion or national origin. You cannot 
retaliate against an employee if they complain about harassment. If an employee 
experiences these kinds of harassment or retaliation, they can file a complaint with the 
New York State Division of Human Rights. 

 Texas: An employer will be held liable for sexual harassment if an employee can show 
that an employer knew or should have known of a supervisor's sexual harassment and 
failed to take prompt remedial action (Colbert v. Georgia Pacific Corp., 995 F. Supp. 697 
(N.D. Tex. 1998)).  

 An employer will be held liable for sexual harassment if its actions were not reasonably 
calculated to stop the harassment (Wal-Mart Stores, Inc. v. Wendy Davis, 979 S.W.2d 30 
(3rd Dist. Tex. App. 1998); Brilliantine Indus., Inc. v. Ellerth, 118 S. Ct. 2257 (1998)). 

 Washington:  The employer is liable, if an employer-owner, manager, partner or corporate 
officer or supervisor (having actual authority over you) directly participated in the 
harassment, the employer, if the employer knew or should have known of the harassment 
and failed to take prompt and effective action to eliminate the problem, under state law, 
individual supervisors or managers where their own actions are directly discriminatory.  

Reporting Harassment 

While [Company] encourages you to communicate directly with the alleged harasser, 
and make it clear that the harasser’s behavior is unacceptable, offensive or 
inappropriate, it is not required that you do so. It is essential, however, to notify your 
[HR Manager] immediately even if you are not sure the offending behavior is 
considered harassment. Any incidents of harassment must be immediately reported to a 
manager or other management representative. Appropriate investigation and 

disciplinary action will be taken. All reports will be promptly investigated with due regard for the privacy 
of everyone involved. However, confidentiality cannot be guaranteed. Any employee found to have 
harassed a fellow employee or subordinate will be subject to severe disciplinary action up to and 
including termination. [Company] will also take any additional action necessary to appropriately remedy 
the situation.  

Complaint Procedure 

[Company] wants every individual to know that the following procedures exist to report any harassment. 
These procedures should be followed whenever an individual believes that he or she has been the subject 
of harassment or observes or has knowledge of a violation of the Company’s policy on harassment. 
Particularly, anyone in a management position who observes or has knowledge of a violation of the 
Company’s anti-harassment policy (whether or not a complaint has been filed) has an obligation to report 
the situation to the [Manager Title]. 

 Report the incident or conduct in question promptly to your manager. The complaint may 

be verbal or written. If you are uncomfortable discussing the matter with your manager you 

may report the incident or conduct to the [CEO]/ 
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 You should also feel free to report the incident or conduct even if in the past it was not 

reported, or if you have taken some time to decide to make the complaint. 

 
If [Company] determines that prohibited harassment has occurred; the Company will take effective 
remedial action commensurate with the circumstances. Appropriate action will also be taken to deter any 
future harassment. If a complaint of prohibited harassment is substantiated, appropriate disciplinary 
action, up to and including discharge, will be taken. Confidentiality for all parties involved will be 
respected to the utmost extent possible. Company policy also prohibits retaliation against individuals who 
in good faith have filed complaints of harassment, even if insufficient evidence is found to support the 
complaint.  

[Company] will investigate any complaint of sexual harassment and will take immediate and appropriate 
disciplinary action if sexual harassment has been found within the workplace. 

Retaliation of any sort will not be permitted. [Company] prohibits any employee from retaliating in any 
way against anyone who has raised any concern about sexual harassment or discrimination against 
another individual. No adverse employment action will be taken for any employee making a good faith 
report of alleged harassment.  

External Agencies 

In addition to [Company]’s policy regarding unlawful harassment in the workplace, the law provides that 
all employees have the right to file a charge or complaint with the Equal Opportunity Employment 
Commission (“EEOC”), the federal agency charged with the enforcement of federal laws protecting 
employees against unlawful discrimination.  

 The next two paragraphs are for CA employees only 

 You may want to leave these phone numbers out – why suggest an action when one may 
not be necessary? 

California-based employees have the right to file with the California Department of Fair Employment and 
Housing (“DFEH”), the California state agency that protects employees against unlawful discrimination. 

All employees are also protected against retaliation for opposing unlawful discriminatory practices or for 
filing a complaint with or otherwise participating in an investigation, proceeding, or hearing conducted by 
the EEOC.   
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PPrroohhiibbiitteedd  CCoonndduucctt  
 

 An employer’s discipline policy and rules of conduct are critical because they establish 
performance standards for employees and guidelines for supervisors. Such a policy may 
form the basis for the prosecution or defense of a wrongful termination or discrimination 
lawsuits. 

 Please see the “Handbook of HR Policies & Procedures” for more information. 

[Company] is a company that believes that individuals influence the culture.  

Whenever people gather together to achieve goals, some rules of conduct are needed to help 
everyone work together efficiently, effectively, and harmoniously.  

By accepting employment with us, you have a responsibility to [Company] and to your fellow employees 
to adhere to certain rules of behavior and conduct. The purpose of these rules is not to restrict your rights, 
but rather to be certain that you understand what conduct is expected and necessary. When each person is 
aware that she/he can fully depend upon fellow workers to follow the rules of conduct, our organization 
will be a better place to work for everyone. These are behaviors that impact your performance and 
productivity, and may result in disciplinary action, up to and including termination: 

Note that the following list of Standards of Conduct does not include all types of behaviors 
that can result in disciplinary action, up to and including termination. Nothing in this list 
alters the at-will nature of your employment; either you or [Company] may terminate the 

employment relationship with or without reason, and in the absence of any violation of these rules. 

 Any act of unlawful harassment, sexual, racial or other; telling sexist or racist jokes; 

making racial or ethnic slurs. 

 Use or possession of a controlled substance while at work, except the use of medications 

prescribed by a physician which do not impair work performance.  

 Careless, sub-standard or unsatisfactory or work, including failure to meet production or 

quality standards as explained to you by your [Manager]. 

 Carrying or possession of unauthorized firearms or other dangerous or illegal weapons or 

explosives on company premises at any time. 

 Committing a fraudulent act or a breach of trust under any circumstances; alteration of 

company records or other company documents. 

 Conducting a lottery or gambling on company premises. 

 Creating or contributing to unsanitary conditions. 

 Approving purchase transactions for yourself or other family members. Filling your own 

order or invoicing or ringing-up your own order. 
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 Not complying with company PCI compliance regarding credit card use/authorization.  

 Creating or participating in disruption of any kind during working hours. Participating in 

horse-play or practical jokes on Company time or premises. Provoking a fight or fighting 

during working hours or on Company property. Engaging in criminal conduct or acts of 

violence, or making threats of violence toward anyone on company premises or when 

representing [Company]. 

 Disclosure of confidential Company information without authorization. 

 Dishonesty; falsification or misrepresentation on your application for employment or other 

work records, employment records or information or other Company records or other data 

requested by [Company] 

 Engaging in an act of sabotage; negligently causing the destruction or damage of 

company property, or the property of fellow employees, customers, suppliers, or visitors in 

any manner. 

 Engaging in any form of criminal conduct whether or not related to your job performance. 

 Excessive use of company telephone for personal calls. 

 Excessive/or improper use of company technology for personal purposes. 

 Failure to immediately report damage to, or an accident involving, company equipment. 

 Failure to notify a manager when unable to report to work.  

 Failure to report an absence or late arrival. 

 Failure to observe working schedules, including rest and lunch periods; excessive 

absence or lateness. 

 Failure to provide a physician’s certificate when requested or required to do so. 

 Failure to use your timesheet; altering or falsifying your timesheet or attendance records or 

documents. Includes altering or punching another employee’s timesheet or records or 

compelling someone else to alter or falsify your timesheet or records. 

 Falsifying employment records or information or other Company records. 

 Falsifying or lying about sick or personal leave; falsifying your reason for a leave of 

absence. 

 Improper conduct or indecency on company premises. 

 Insubordination, including but not limited to, refusing to obey the delegation of duties or 

instructions appropriately issued by your manager, or member of management, pertaining 

to your work; refusal to help out on a special assignment. 

 Interfering with another employee while working on the job; restricting work output or 

encouraging others to restrict work output. 

 Leaving work before the end of a workday or not being ready to work at the start of a 

workday without the approval of your [Manager]; stopping work before the time specified 
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for such purposes. Failure to obtain permission to leave work for any reason during 

working hours. 

 Negligence or any careless action which endangers the life or safety of another person. 

 Placing customer or employee names (including your own) on solicitation lists of any kind. 

 Posting, removing or altering notices on any bulletin board on company premises without 

the permission of your [Manager] or an officer of [Company]. 

 Removing or borrowing Company property without prior authorization.  

 Unauthorized use of Company equipment, time, materials, or facilities.  

 Sale or distribution of any controlled or illegal substance in any quantity while on company 

premises. 

 Sleeping, loitering or malingering while on the job. 

 Smoking in restricted areas or at non-designated times, as specified by department rules. 

 Soliciting during working hours and/or in working areas; selling merchandise or collecting 

funds of any kind for charities or others without authorization during business hours, or at 

a time or place that interferes with the work of another employee on company premises. 

 Speeding or careless driving of company vehicles. 

 Theft, negligent damage or destruction of [Company] property or records, or property of 

any employee or customer.  

 Theft or unauthorized removal from and/or possession of [Company] property (or the 

property of other employees), products or documents off the premises without prior 

permission from your [Manager] or senior management; unauthorized use of company 

equipment or property for personal reasons; using company equipment for personal profit. 

 Threatening, intimidating or coercing fellow employees on or off the premises at any time, 

for any purpose. 

 Unreported absence of [three (3)] consecutive scheduled workdays. 

 Using abusive, obscene, or threatening language toward any [Company] customer, 

employee, manager, or vendor; indifference or rudeness towards a customer or fellow 

employee; any disorderly/antagonistic conduct on company premises.  

 Violating any [Company] health, safety, or security practices, policies, procedures, or 

rules; failure to wear required safety equipment; tampering with [Company] equipment or 

safety equipment. 

 Violating the [Company] Non-Disclosure Agreement (NDA); disclosing or providing 

confidential or proprietary [Company] information to competitors or other organizations or 

to unauthorized [Company] employees; working for a competing organization while a 

[Company] employee; breach of confidentiality of any personnel information.  
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Weapons 

 Florida: Though some employers in other states prohibit employees from bringing 
firearms to the workplace inside a vehicle, Florida legislators acknowledge the rights of 
citizens to maintain a weapon inside a vehicle even when on an employer's property. 
According to Florida Statute 790.251, an employee may take a firearm to work as long as 
that weapon remains secured in the vehicle. In addition, the state extends these rights to 
independent contractors, volunteers and interns who take a vehicle into a workplace 
parking lot, and even to customers who may find themselves on the employer's property. 
Some exceptions to this statute do exist, though, as employees of schools, correctional 
facilities, defense contractors, nuclear plants or any employer that manufactures or stores 
explosives may restrict their employees from bringing firearms onto the property. 
 
Michigan: Michigan law allows a person to carry a concealed pistol “anywhere in this 
state.” This would seem to cover your employer’s parking lot. But there is an exception 
found in section 5n (b) which allows an employer to prohibit, “… an employee from 
carrying a concealed pistol in the course of his or her employment with that employer.” 
The phrase “in the course of” is not defined in the statute, but the workers compensation 
statute contains identical wording. That statute has been interpreted by the courts as, 
“…the concept of course of employment was formulated to encompass activity falling 
within the normal sphere of employee activity associated with the work routine.” Parking 
your car in the employer’s lot would be within the normal sphere of employee activity 
associated with the work routine. Michigan courts have almost universally found an 
employee to be in the course of employment while in the parking lot or crossing the street 
between the parking lot and workstation. 
 

 Obviously, you are not carrying the pistol while at your workstation, but you would have to 
“carry” it into and out of the parking lot. You as an employee have a duty to obey legal 
rules. Unless somehow modified by a collective bargaining agreement, your employer 
would be justified in firing you if it discovered that you had a gun in your car. 

[Company] believes it is important to establish a clear policy that addresses weapons in the 
workplace. Specifically, [Company] prohibits all persons who enter company property from 
carrying a handgun, firearm, knife, or other prohibited weapon of any kind regardless of 
whether the person is licensed to carry the weapon or not.  

The only exception to this policy will be police officers, security guards or other persons who have been 
given written consent by [Company] to carry a weapon on the property. 

Any employee disregarding this policy will be subject to immediate termination. 

Workplace Violence 

 Employers have an obligation to do everything that is reasonably necessary to protect the 
life, safety, and health of employees, including the furnishing of safety devices and 
safeguards, and the adoption of practices, means, methods, operations, and processes 
reasonably adequate to create a safe and healthful workplace.  

 All employers need to recognize that workplace violence is a growing nationwide problem 
which needs to be addressed. In fact, on March 30, 1994, the California Department of 
Industrial Relations, Division of Occupational Safety and Health (DOSH) adopted revised 
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guidelines for workplace security. These guidelines require that, as part of an Injury and 
Illness Prevention Program (IIPP), at-risk employers must adopt a strategy to prevent 
workplace violence. Employers have a general duty to “furnish to each employee, 
employment and a place of employment which is free from recognized hazards that cause, 
or are likely to cause, death or serious harm to the employee” under federal and state 
OSHA regulations. Having a written workplace violence policy will outline your 
commitment to addressing this growing problem. 

 On October 18, 1993, a nationwide survey released by the Northwestern National Life 
Insurance Company indicated that one (1) in four (4) workers was either attacked, 
harassed, or threatened over the year-long period ending in July 1993. The report projects 
that as many as 2.3 million workers were victims of physical attacks in the workplace over 
the same period. Another 6.3 million were threatened and 16.1 million were harassed. 

 At a Ford Motor Company plant in Plymouth Township, Michigan, a 43 year-old man killed 
himself after wounding his estranged wife and a co-worker and after fatally shooting the 
man he believed to be his wife’s boyfriend. In letters left to his family, he wrote that he had 
planned only to wound his wife, to leave her something she would remember him by. 
Before the shooting, Ford Motor had planned to reassign the wife to a different work area. 

 A disgruntled businessman went into a San Francisco hi-rise to a law firm where he 
murdered eight (8) people and wounded six (6) others. Blaming the law firm for his 
financial problems, he also killed himself as police moved in to subdue him. 

 A 2013 study published in Aggression and Violent Behavior, “Assessing Research on 
Workplace Violence, 2000-2012,” also conducted a comprehensive analysis of research 
done on workplace violence over the past decade. The authors state that, although there 
appears to be a strong link between certain occupations and workplace violence, there 
has not been enough empirical research to identify why this phenomenon occurs more in 
certain sectors. - See more at: 
http://journalistsresource.org/studies/economics/workers/workplace-violence-america-
frequency-effects# 

 Simply put, these cases show that workplace violence can happen anywhere. No 
employer is immune from these conflicts and their devastating consequences. 

 Please see the “Handbook of HR Policies & Procedures” for more information. 

[Company] believes that the safety and security of all [Company] employees is paramount. Therefore, 
[Company] has adopted this policy prohibiting workplace violence. Therefore, any acts or threats of 
physical violence, including intimidation, harassment, and/or coercion, which involve or affect 
[Company] or which occur on [Company] property will not be tolerated. 

This policy applies to everyone involved in [Company] operations, including, but not limited to, 
[Company] employees, contract workers, temporary employees, and anyone else conducting [Company] 
business. Violations of this policy, by any individual, will lead to disciplinary action, up to and including 
termination and/or legal action as deemed appropriate by [Company] management.  

Acts or threats of violence include conduct which is sufficiently severe, offensive, or intimidating to alter 
the employment conditions at [Company], or to create a hostile, abusive, or intimidating work 
environment for any one or several employees. Examples of workplace violence include, but are not 
limited to, the following: 
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 All threats or acts of violence occurring on [Company]’s premises, regardless of the 

relationship between [Company] and the parties involved. 

 All threats or acts of violence occurring off [Company]’s premises involving someone who 

is acting in the capacity of a representative of [Company]. 

 
Specific examples of conduct that may constitute threats or acts of violence under this policy include, but 
are not limited to, the following: 

 Any conduct resulting in the conviction under any criminal code provision relating to 

violence or threats of violence that adversely affects [Company] legitimate business 

interests. 

 Harassing or any kind of unauthorized surveillance or stalking (following or watching 

someone). 

 Hitting, pushing, or shoving another person. 

 Intentional destruction or threatening to destruct [Company]’s property or the property of 

others.  

 Harassing or threatening telephone calls, emails or text messages.  

 Threats or acts of physical harm or aggressive contact directed toward an individual or 

his/her family, friends, associates, or property. 

 Unauthorized possession or inappropriate use of chemicals, explosives, firearms, 

materials, or weapons. 

 Veiled threats of physical harm or similar intimidation  

Outside Threats 

Should you be threatened by a person outside of [Company], this policy also requires all individuals who 
apply for or obtain a protective or restraining order on the basis of threatened or actual violence, to 
provide a copy of the petition and declarations used to seek the protective or restraining order, a copy of 
any temporary protective or restraining order which is granted, and a copy of any protective or restraining 
order, which is made permanent, to the [HR Manager].  

Every employee is encouraged to report incidents of threats or acts of physical violence of which he/she is 
aware. The report should be made to your [Manager]. 

[Company] understands the sensitivity of information that may be reported to the firm according to this 
policy, which recognizes the privacy of the reporting employee(s) to every extent possible. Although the 
company cannot guarantee confidentiality, it will make reasonable efforts to keep this information 
confidential. 

Important Note:  

[Company] will make the sole determination of whether, and to what extent [Company] will 
proceed regarding acts of violence. In making this determination, [Company] may undertake 
a case-by-case analysis in order to ascertain whether there is a reasonable basis to believe 

that workplace violence has occurred. No provision of this policy shall alter the at-will nature of 
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employment at [Company].  
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DDiisscciipplliinnee  PPoolliiccyy  
 

 For all states but Montana (regarding the “At-Will” part of your policies). 

 Many Federal acts limit the employment at will doctrine including: 

 Age Discrimination in Employment Act of 1967, Americans with Disability Act of 1990, 
Bankruptcy Act of 1978, Civil Rights Act (1964 & 1991), Civil Service Reform Act of 1978, 
Consumer Credit Pprotection Act of 1968, Employee Polygraph Protection Act of 1988, 
Employee Retirement Security Act of 1974,Fair Credit Reporting Act of 1999, Fair Labor 
Standards Act of 1938, Family and Medical Leave Act of 1993, Immigration and Reform 
Act of 1986, Judiciary and Judicial Procedure Act of 1948, Labor Management Relations 
Act of 1947, Mine Safety and Health Act of 1977, Railroad Safety Act of 1970, 
Rehabilitation Act of 1973, Uniformed Services Employment and Reemployment Rights 
Act of 1994, Vietnam Era Veterans’ Readjustment Assistance Act of 1974, Whistle Blower 
Protection (Clean Air Act of 1970, Comprehensive Environmental Response 
Compensation and Liability Act of 1980, Energy Reorganization Act of 1974, Occupational 
Safety and Health Act of 1970, Safe Drinking Act of 1974, Sarbanes-Oxley Act of 2002, 
Solid Waste Disposal Act of 1965, Toxic Substance Control Act of 1970, Water Pollution 
Control Act of 1972) Whistleblower Protection Act of 1989, Worker Adjustment and 
Retraining Notification Act of 1988. 

 California recognizes all three exceptions ( violates public policy, implied contract, and 
covenant of good fair and fair dealing)  to the employment at will doctrine  

 Florida does not recognize exceptions ( violates public policy, implied contract, or 
covenant of good faith and fair dealing) to the at will policy. 

 Illinois recognizes the public policy and the implied contract policy, but does not recognize 
the covenant of good faith and fair dealing exception. 

 Michigan recognizes the public policy and the implied contract policy, but does not 
recognize the covenantt of good faith and fair dealing exception 

 New York does not recognize the public policy exception or the covenant of good faith 
and fair dealing exceptions, but does recognize the implied contract exception 

 Texas recognizes the public policy exception but does not recognize the implied contract 
or the covenant of good faith and fair dealing exceptions. 

 Washington recognizes the public policy and implied contract exceptions, and does not 
recognize the covenant of good faith and fair dealing exception 

 Wisconsin recognizes the public policy and the imploied contract exceptions, but does not 
recognize the covenant of good faith and fair dealing exception. 

  

[Company] is an at-will employer. This means that the [Company] or the employee may terminate the 
employment relationship, at any time for any or no reason, with or without prior warning or notice. 
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Nevertheless, the company reserves the right to work with an employee in order to improve behavior or 
performance, rather than terminate the employee immediately.  

[Company] also reserves the right, in its sole discretion, to do any or all, or the following:  

 Work with an employee by counseling the employee about a problem 

 Conduct an interim performance appraisal 

 Demote the employee; and/or terminate the employee 

 Suspend the employee for one day or more 

Standards of Conduct 

[Company] employees are expected to maintain the highest standards of integrity and professionalism 
while carrying out their duties and responsibilities whenever they are representing the Company. Good 
judgment is the basic requirement for adherence to this policy. 

Open Door Policy 

[Company] encourages you to speak freely with members of the management staff about your work-
related concerns and issues. It is the responsibility of all employees to communicate openly to resolve 
work-related problems. Complaints and frustrations should be voiced in a timely, appropriate and 
constructive manner. Employees are encouraged to first discuss such problems with the person(s) 
involved. If resolution is not reached, the issue or problem should be discussed with your manager. If the 
manager cannot resolve the matter, generally the next step would be to bring it to the attention their 
manager. In addition, the [Manager/CEO/President is always available for consultation and guidance.  

Employees with information or concerns about impermissible harassment should immediately bring this 
to the attention of their (Manager/CEO/President) or consult the terms of the policy on Unlawful 
Harassment for applicable procedures. 

Probation 

 Probation periods are not required by law. If an employee has a performance issue the 
company may choose to follow corrective action and coach the employee of performance 
or policy to remedy the issue.  

All employees within a probationary period must be evaluated by the supervising [Manager]. [Company] 
realizes that an employee’s desire to correct their performance is a key determinate as to their success 
during the probationary period. 

Employees of [Company] who are placed on probation must first receive a written warning. The 
employee will be given a copy of the probationary documentation and a copy will be kept in his/her 
personnel file for the length of the probationary period. The probationary documentation will include: 
employee name, employee number, title, name of immediate supervisor, date of hire, beginning date of 
probation, and terms of the probation including specific areas for improvement, and the performance 
review date. The final probationary documentation must specify the results of the probationary period; for 
example, if the results of the performance review met or exceeded expectations or if the employee was 
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not able to resolve the issue and the result was employee termination. 

 Discipline laws: 

 Federal law allows each employer to create rules for the workplace and a proprietary 
system of discipline for violating those rules. Workplace rules must comply with federal 
laws prohibiting discrimination. This means an employer may not create a rule for the sole 
purpose of discriminating against one particular group. An employer must apply the 
disciplinary policy he creates equally among all employees.  

 Texas: An employer can discipline its employees by demoting them, terminating them, or 
reducing their wages or work hours. Since Texas is an employment-at-will state, 
employers can terminate their employees for any reason or no reason, as long as they do 
not discipline or terminate their employees for discriminatory reasons. Since the Texas 
Unemployment Compensation Act limits unemployment benefits to employees who are 
unemployed through no fault of their own, employers may reduce their unemployment tax 
assessments or liabilities by limiting prospective unemployment benefits to their 
terminated employees 

Disciplinary Actions 

 We recommend a non-punitive approach to discipline called Discipline Without 
Punishment, pioneered by John Huberman and first reported in the Harvard Business 
Review. This non-punitive approach to discipline is being used by a great many of 
America’s best managed companies. Like conventional approaches, the discipline without 
punishment system provides a progressive series of steps to get employees to correct 
thorny problems of absenteeism, apathetic attitudes, and mediocre performance. But 
discipline without punishment rejects all traditional punitive approaches. Instead, this 
approach requires employees to take personal responsibility for their own behavior and 
make honest decisions about their own careers. 

 For further background on this form of discipline, see the articled titled “Discipline Without 
Punishment” by Richard Grote, David N. Campbell, and R.L. Fleming in the “HR 
Procedures Guide” Guide. 

 Many organizations are coming to realize that the approach they use to handle disciplinary 
problems is no longer appropriate for today’s workforce. Traditional methods of dealing 
with disciplinary infractions - warnings, threats, reprimands, unpaid disciplinary 
suspensions - are resisted by managers who dislike having to use punitive approaches to 
get employees to change their performance or behavior. 

 This policy is appropriate for absenteeism, tardiness, and other violations of company 
polices. However, it should not be used for cases of harassment. Please refer to the 
Harassment Policy for special guidelines. In addition, see the “Crisis Suspension Policy” 
later in this section regarding situations that require immediate suspension pending 
investigation. 

 Unique to discipline without punishment is the final disciplinary action or step before 
termination - the Decision-Making Leave. The employee is suspended for a day but 
receives her/his full pay while she/he is out. She/he is told that paying him for the day is 
the company’s way of demonstrating that it is genuinely interested in seeing her/him 
correct the problem and return to being a fully acceptable performer. But she/he is also 
told that on the day that she/he is away she/he must make a decision – either to change, 
correct the problem completely and permanently, and remain with the organization, or quit. 
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 The following policy covers most of the critical issues involved in implementing a non-
punitive system. Since documenting disciplinary action is a delicate and sensitive area that 
must be performed properly if challenged in a court of law, we have provided you with 
several disciplinary forms and memos. 

 In most organizations, employees who are completing their Introductory Period are not 
eligible for this discipline system. If an employee’s performance or conduct during an 
Introductory Period is such that you are considering holding a disciplinary conversation, 
the wiser course would probably be termination. 

 Please see the “HR Procedures Guide” for more information. 

This Disciplinary Actions Policy applies to all employees. 

This policy pertains to matters of policy and procedure as well as performance.   

Under normal circumstances, managers are expected to follow the procedure outlined below. There may 
be particular situations, however, in which the seriousness of the offense justifies the omission of one or 
more of the steps in the procedure and/or immediate termination based on the severity of the infraction or 
performance issue. Likewise, there may be times when the company may decide to repeat a disciplinary 
step. 

Discipline Procedure 

Unacceptable behavior which does not lead to immediate dismissal may be dealt with in the following 
manner: 

1. Verbal and/or Written Warning 

2. Written Warning 

3. Final Written Warning 

4. Decision-Making Leave or Suspension 

5. Termination 

 
To insure that [Company] business is conducted properly and efficiently, you must conform to certain 
standards of attendance, conduct, work performance and other work rules and regulations. When a 
problem in these areas does arise, your manager will coach and counsel you to develop an effective 
solution. If, however, you fail to respond to coaching or counseling or an incident occurs requiring formal 
discipline, the following procedures may be followed.  

Note, the severity of the policy and procedure violation or performance issue may negate some or all of 
these steps.  

Step One: Verbal / Written Warning 

 The first step is the Oral Reminder. The focus here is on advising the employee that it is 
his/her responsibility to meet the company’s expectations rather than on reprimanding the 
employee. The manager’s goal during the conversation should be on gaining the 
employee’s agreement to change rather than on warning the employee of what will 
happen if the situation does not change. 
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 All disciplinary action must be documented, but at the Oral Reminder stage the 
documentation can be fairly informal. Most organizations ask the manager to write a 
summary of the conversation with the employee and keep this informal memo in the 
confidential departmental working file, rather than making it a part of the employee’s 
permanent personnel record. In this way, the manager can advise the employee that even 
though he/she is at the first formal level of disciplinary action, nothing will appear in the 
employee’s file about the conversation unless they have to move to the next, more serious 
step. 

 Most organizations will remove the written summary of the conversation from the 
confidential departmental file if the employee corrects the problem and no further breaches 
of discipline occur within a reasonable period. 

Your [Manager] will meet with you to discuss the performance issue or policy/procedure 
violation, to make sure that you understand the nature of the problem or violation and the 
expected remedy. The purpose of this conversation is to remind you of exactly what the 
rule or performance expectation is and also to remind you that it is your responsibility to 
meet [Company]’s expectations. This is the first step in the discipline process and is to 

encourage you to correct the problem or violation, so that you can be successful at (company).- Your 
[Manager] will fully document the Verbal / Written Warning, this documentation will be filed 
accordingly (some organizations will place this in personnel file, others in department file). 

Steps Two & Three: Written & Final Written Warning  

 At the second level, the Written Warning, it is appropriate for the manager to consult with 
his or her supervisor before taking the formal step. This allows the supervisor to ensure 
that disciplinary action is being handled consistently by all managers. 

 The conversation between the manager and the employee at the Written Warning stage 
should be similar to that held at the Oral Reminder step of the process - serious, dignified, 
businesslike, and professional. Again, the manager’s purpose is to remind the employee of 
the company’s expectations and his/her responsibility for meeting these expectations. The 
most significant difference between the Oral Reminder and Written Warning steps is that 
at the end of the conversation, the manager advises the employee that she/he is now at 
the second formal level of disciplinary action and that after the meeting the manager will 
write a memo to the employee summarizing the discussion and the employee’s agreement 
to change. A copy of the memo will be sent to the Human Resources department which is 
responsible for placing it in the employee’s file. If your company does not have a Human 
Resources department it would be appropriate for the memo to be reviewed by the senior 
operating manager and then placed in the employee’s file by the person who handles 
personnel transactions. 

If performance does not improve or if the employee is again in violation of [Company] 
policies, practices, procedures, rules or standards of conduct, your [Manager] will discuss the 
problem with you, emphasizing the seriousness of the issue and the need for you to 

immediately remedy the problem. Your [Manager] will advise you that you are now at the second or third 
formal level of disciplinary action. After the meeting, your [Manager] will complete the appropriate 
documentation summarizing the discussion and your agreement to change. The employee and the 
manager should sign the documentation and this memo-will be included in your personnel file. 

 Again, it is appropriate to indicate how long this disciplinary step will remain active. 
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 (Note, the decision making leave is not required. Some companies omit and move 
immediately toward suspension pending investigation and then termination).  

Step Three: Decision-Making Leave 

 The final step of the Discipline Without Punishment system involves placing the employee 
on Decision-Making Leave - a paid one-day disciplinary suspension. Unlike traditional 
unpaid disciplinary suspensions, the purpose of the Decision Making Leave is not to 
punish the individual for his/her misbehavior but to convince the employee that he/she 
must now make a final decision either to correct the immediate problem and make a 
commitment to totally acceptable performance in every area of his/her job, or to quit and 
find more satisfying work elsewhere. 

 Suspending the employee as a final disciplinary step has many advantages over using a 
final written warning or placing the employee on probation – It is a dramatic gesture that 
strongly communicates the seriousness of the situation, it provides time to think, it 
reinforces the authority of the manager, and most important, it has been consistently 
upheld by arbitrators and other third parties as sufficient notice to the individual that “your 
job is at risk." 

 Paying the employee for the day that s/he is away also has many powerful advantages 
over an unpaid suspension - it transforms anger into guilt; it reduces resentment; it 
communicates your company’s commitment to dealing with all employees as mature, 
responsible adults, and it places the emphasis on personal responsibility and decision-
making and not on punishment. 

 When the employee returns on the day following the Decision-Making Leave, he/she does 
not immediately go back to work. Instead, he/she meets with his/her manager to advise 
him/her of the decision he/she has made – either to correct the problem and commit to 
acceptable performance in every area of the job, or to quit. The employee is advised that 
the company is pleased that the individual has decided to change and stay (few ever 
announce a decision to quit), but that if another problem requiring disciplinary action 
arises, the logical consequence is termination. After this brief meeting, the manager writes 
the employee a memo documenting the results of the meeting. 

 Prior to placing an employee on Decision-Making Leave, the manager should consult with 
the next two higher levels of supervision and/or the Human Resources manager if 
possible. 

If performance has not improved following the Written Warning, or if the employee is again in 
violation of any [Company] policies, practices, procedures, rules or standards of conduct, the 
employee will be placed on a Decision-Making Leave. The Decision-Making Leave is the third 

and final step of [Company]’s disciplinary process. 

Decision-Making Leave is a paid, one (1) day disciplinary suspension. Employees on Decision-Making 
Leave will spend the day away from work deciding whether to commit to correcting the immediate 
problem and to conform to all of the Company’s policies, practices, procedures, rules or standards of 
conduct, OR to resign and terminate their employment with [Company]. 

If the employee’s decision following the Leave is to return to work and abide by [Company] practices, 
rules and standards of conduct, your [Manager] will detail the consequences of failing to meet this 
commitment. The employee will be required to sign the documentation to acknowledge receipt.  and 
signature does not mean you agree with the contents of the corrective action, only acknowledgement of 
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receipt). A copy will be placed in the personnel file. 

The employee will be allowed to return to work with the understanding that if a positive change in 
behavior does not occur or if another disciplinary problem occurs the employee will be terminated. 

If the employee is unwilling to make a commitment, they will either resign or be terminated. 

 “Never carry someone longer than their mother did.” – Jay Shelov 

Crisis Suspension 

 Whatever the company’s formal discipline policy may be, it is important for managers to 
recognize that there is rarely a situation which justifies an employee’s immediate 
termination. Whatever the offense, the appropriate action is to suspend the individual 
pending an investigation. Once the employee is off the premises, the manager and other 
members of management can investigate the situation calmly. Any time a crisis situation 
arises, the manager should advise the individual that he/she is being “suspended pending 
investigation” and that he/she is to leave the company premises immediately. In cases 
where it appears the individual may be intoxicated, transportation should be provided or 
arranged. 

If you commit any of the actions listed below, or any other action not specified but similarly serious, you 
will be suspended without pay pending an investigation of the situation. Following the investigation you 
may be terminated without any previous disciplinary action having been taken. 

 Breach of Confidentiality Agreement 

 Failure to follow Safety Practices 

 Falsification of [Company] Records 

 Theft 

 Threat of, or the act of, doing bodily harm 

 Use and/or possession of intoxicants, drugs or narcotics, fire arms 

 Unauthorized use of company property 

 Willful or negligent destruction of property 

 
The provision of this Disciplinary Policy is not a guarantee of its use. [Company] reserves the right to 
terminate employment at any time, with or without reason. Additionally, [Company] reserves the right to 
prosecute any employee for any of the above infractions. 
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SSeeppaarraattiioonn  ooff  EEmmppllooyymmeenntt  
 

 

 AKA “Termination” includes dismissals, eliminations of positions, RIFs, layoffs, staff 
reductions, retirements, or resignations. 

 You may want to consider a couple of formulas that will help keep your employee 
management in line: ”Revenue / Employee” and /or “Profit / Employee” – use these as 
yardsticks for your own discipline. How efficient is your use of people? Can you be more 
productive or must you let a few go?  

 See also the chapter in the “Manager’s Procedures Guide”  “Terminate 10% of Your 
Employees Each Year” 

 Check with your attorney on your state and local laws and the effects of the terminology 
(for instance, “Pay in Lieu of Notice” versus “Severance Pay") used here - it may impact 
your employee’s ability to apply for unemployment compensation. 

 Be sure your Vacation or Paid Time Off (PTO) Policy specifies how vacation time accrues 
and how you pay for accrued but unused time at termination of employment. In most 
states, accrued vacation or PTO must be paid out to employees upon termination. Consult 
your attorney regarding your state laws. 

 As an at-will employer, [Company] reserves the right to end the employment relationship 
at any time for any reason, with or without cause or notice. 

[Company] operates under the principle of at-will employment. This means that neither you nor 
[Company] has entered into a contract regarding the duration of your employment. You are free to 
terminate your employment with [Company] at any time, with or without reason. Likewise, [Company] 
has the right to terminate your employment, or otherwise discipline, transfer, or demote you at any time, 
with or without reason, at the discretion of [Company]. 

 This is repeated from the Discipline Policy section for your convenience. 

 Many Federal acts limit the employment at will doctrine including: 

 Age Discrimination in Employment Act of 1967, Americans with Disability Act of 1990, 
Bankruptcy Act of 1978, Civil Rights Act (1964 & 1991), Civil Service Reform Act of 1978, 
Consumer Credit Pprotection Act of 1968, Employee Polygraph Protection Act of 1988, 
Employee Retirement Security Act of 1974,Fair Credit Reporting Act of 1999, Fair Labor 
Standards Act of 1938, Family and Medical Leave Act of 1993, Immigration and Reform 
Act of 1986, Judiciary and Judicial Procedure Act of 1948, Labor Management Relations 
Act of 1947, Mine Safety and Health Act of 1977, Railroad Safety Act of 1970, 
Rehabilitation Act of 1973, Uniformed Services Employment and Reemployment Rights 
Act of 1994, Vietnam Era Veterans’ Readjustment Assistance Act of 1974, Whistle Blower 
Protection (Clean Air Act of 1970, Comprehensive Environmental Response 
Compensation and Liability Act of 1980, Energy Reorganization Act of 1974, Occupational 
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Safety and Health Act of 1970, Safe Drinking Act of 1974, Sarbanes-Oxley Act of 2002, 
Solid Waste Disposal Act of 1965, Toxic Substance Control Act of 1970, Water Pollution 
Control Act of 1972) Whistleblower Protection Act of 1989, Worker Adjustment and 
Retraining Notification Act of 1988. 

 California recognizes all three exceptions (violates public policy, implied contract, and 
covenant of good fair and fair dealing)  to the employment at will doctrine  

 Florida does not recognize exceptions ( violates public policy, implied contract, or 
covenant of good faith and fair dealing) to the at will policy. 

 Illinois recognizes the public policy and the implied contract policy, but does not recognize 
the covenant of good faith and fair dealing exception. 

 Michigan recognizes the public policy and the implied contract policy, but does not 
recognize the covenantt of good faith and fair dealing exception 

 New York does not recognize the public policy exception or the covenant of good faith 
and fair dealing exceptions, but does recognize the implied contract exception 

 Texas recognizes the public policy exception but does not recognize the implied contract 
or the covenant of good faith and fair dealing exceptions. 

 Washington recognizes the public policy and implied contract exceptions, and does not 
recognize the covenant of good faith and fair dealing exception 

 Wisconsin recognizes the public policy and the imploied contract exceptins, but does not 
recognize the covenant of good faith and fair dealing exception. 

Resignation / Voluntary Termination 

When an employee decides to leave for any reason, his/her [Manager] and the [HR 
Manager] would like the opportunity to discuss your resignation before final action is 
taken. [Company] often finds during this conversation that another alternative may be 
better.  

If an employee has tendered notice, [Company] may elect to pay the employee’s 
salary through the departure date communicated, but require that the day of notice become the employee’s 
last day of work. This payment does not alter the terms of an employee’s resignation. Vacation days or 
personal days may not be included in the two-week notice period.  

[Company] will only compensate employees for unused vacation when the employee works throughout 
the notice period, and is not terminated for misconduct or cause; otherwise, unused vacation will be 
forfeited.  

Employees must understand, however, that circumstances may exist where [Company] may exercise its 
right to accept a resignation immediately and to accelerate the final date of employment. [Company] must 
therefore reserve the right to accept a resignation and recognize the termination date as any date it 
chooses between the date the resignation is submitted and the date designated by the employee as the last 
day of employment. Whether the date designated by the employee or a date selected by [Company] 
becomes the employee's last day of work, the employee's personnel records will normally reflect the fact 
that the employee resigned voluntarily.  

If, as sometimes happens, the employee’s [Manager] wishes for the employee to leave prior to the end of 
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the employee’s two-weeks notice, the employee may be paid for the remainder of that period. 

 Choose to include the policy below or eliminate it entirely. Be consistent with the same 
entry in the absence portion of the Employment Information section. See also the optional 
“Severance Policy” section below 

The employer does not maintain a severance pay policy or pay-in-lieu-of-notice policy. Accordingly, if 
the employer accelerates the employee's last day of active work to a date prior to that designated by the 
employee in the employee's resignation notice, the employee will only receive compensation until and 
including the employee's last day of actual work. The employer does, of course, reserve the right to make 
exceptions to this policy and provide compensation in excess of that which it owes, as it determines 
appropriate in its sole and absolute discretion.  

Failure to Report to Work  

 Although no laws exist (state or federal) regarding how many days absent constitutes job 
abandonment, most companies use 3 consecutive days. 

If you fail to report to work as scheduled and/or neglect to communicate absences for three (3) 
consecutive workdays, you will be considered to have voluntarily terminated your employment with the 
Company. 

Resignation Notice  

If you decide to leave your employment with [Company], we request that you give us at least two (2) 
weeks advance written notice, although we realize that you are not required to do so. Employees are 
encouraged to provide as much advance notice of their decision to resign as possible under the 
circumstances. Although employees have the same right as the employer to terminate the employment 
relationship at-will, at any time, [Company] would appreciate at least two weeks’ notice of your intention 
to resign wherever it is possible to do so. This professional courtesy allows our managers to make 
arrangements to reassign your work without overburdening co-workers, and possibly to arrange for some 
training of new people.  

Involuntary Terminations 

 If you must fire someone, you must fire them. Have the courage to do what needs to be 
done. However, do everything you can to preserve the terminated employee’s dignity – 
this is where most lawsuits are triggered! Enable your terminated people to “save face.” 

 Important Point: You may want to terminate a person during the week (best on a Monday) 
to enable them to contact you with questions, complaints etc. vs. firing them on a Friday 
and giving them an entire weekend to stew and build anger that may be difficult to manage 
later. 

While the decision to begin employment is consensual, the same may not always be true when the time 
comes to terminate an employment relationship. Sometimes a company cannot afford to keep  all 
employees and must lay-off a certain number. Please be assured that most managers hate letting their 
people go and will do everything in their power to keep them. Nevertheless, some people simply do not 
fit well within an organization, some will not comply with company polices, and others may be incapable 
of getting the job done sufficiently – it is the job of managers and executives to make difficult decisions 
in the best interests of the company’s survival and growth. Please understand that it is the intention of 
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[Company] that you are treated fairly and with dignity if your employment with us must be terminated. 

Reduction in Force 

 The Worker Adjustment and Retraining Notification (WARN) Act of 1988 provides 
guidelines for employers as to how much notification is required (60 days)  In general, 
employers are covered by WARN if they have 100 or more employees in one site, not 
counting part time employees, and results in 50 or more job loses (or 1/3 or more) of 
employees. If the business has more than 500 full time employees at one site, the 
percentage is irrelevant,  Private, for-profit employers and private, nonprofit employers are 
covered, as are public and quasi-public entities which operate in a commercial context and 
are separately organized from the regular government.  
 
Regular Federal, State, and local government entities which provide public services are 
not covered. This applies to both hourly and salaried employees, but excludes business 
partners. There are three exceptions to this requirement of 60 days notice. The exceptions 
include: a faltering business, unforeseeable business circumstances, or a natural disaster.  

 States with different reductions in force laws include:  
Illinois WARN applies when the reduction in force effects 25 full time employees if they 
constitute 1/3 of the workforce at a single site or companies with 250 or more employees 
regardless of percentage. WARN also implies to plant “relocations”  

 New York – WARN applies to companies with 50 or more full time employees and results 
in 25 or more workers if they constitute 1/3 of the workforce at one site, 90 days notice 
must be given for  plant closing, mass layoffs (250 or more), or relocation,  

 Wisconsin – WARN and also Wisconsin Business Closing Law. Wisconsin employers 
must include contact information for the local workforce development board in the area in 
which the employment site is located and, if available, a list of career planning, job search, 
job skills training and other employment support resources prepared by that local 
workforce development board.   

 California – WARN applies to smaller companies with at least 75 full time on site 
employees with a reduction of at least 50 people, Texas, Michigan, and Florida all follow 
WARN Act 

Reduction in Force (RIF) is an organizational or procedural change resulting in the downsizing of 
workload requirements and loss of related positions. While [Company] hopes to grow and provide 
continuing employment opportunities, business conditions, customer demand, and other factors are 
unpredictable. Changes or downturns in any of these or other areas could create the need to restructure or 
reduce the number of people employed at [Company].  

Selected work areas affected by a RIF will generally align with a lack of work, funds, customer demand 
and/or a contract reduction, or whenever it is economically advisable to reduce the number of regular, 
part-time and/or introductory employees. Using the RIF program has the same objective as other 
downsizing initiatives, allowing [Company] to minimize the impact on our people of downsizing.  

Voluntary Reduction in Force (RIF) 

Our first step is to seek the necessary staff reductions via volunteers. Voluntary Reduction in Force is 
where employees in selected task areas are allowed to volunteer to be laid off.  

This enables employees to volunteer to be separated in lieu of another employee who is slated to be 
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separated by a RIF involuntarily.  

All employees, both exempt and non-exempt, are given consideration for participation if they are in an 
area where the workload is being reduced. Generally, employees occupying critical or hard-to-fill 
positions, or with critical knowledge or skills, will not be allowed to participate except with the approval 
of the [HR Manager].  

This voluntary reduction in force facilitates an employee’s transition to retirement or early termination, at 
will, and provides access to state financial assistance for the pursuit of other career opportunities, creates 
opportunities for [Company] restructuring, and assists [Company] in meeting its fiscal responsibilities.  

Approval of a voluntary RIF termination means an employee will not be automatically disqualified when 
applying for unemployment compensation, as is usually the case when an employee voluntarily leaves 
employment. You must still meet the eligibility requirements of the Unemployment Compensation 
program in order to receive benefits.  

To be eligible for the voluntary RIF termination program, an employee must, prior to leaving 
employment, have been offered an opportunity to participate in, or made a special request for, a voluntary 
RIF termination.  

[Company] will provide fair and consistent treatment of all individuals involved in the process.  

The [HR Manager] may approve a voluntary RIF termination under these conditions:  

 Voluntary termination can be effected only during formal RIF – only in circumstances 

where official RIF notices will be issued. 

 Voluntary termination eliminates the need to serve displacement notice to another current 

employee 

 Voluntary termination creates a vacancy to be filled by an employee, from within the 

company, who has already received a RIF notice. (The employee must be fully qualified to 

fill the position.) 

 Matches of termination volunteers with those affected by the formal RIF will be based on 

similarity of their positions 

 When there are more volunteers than needed and all are equally good matches, 

[Company] will process voluntary RIF applicants in order of seniority. 

 
The [HR Manager] should determine the best match for placement, considering qualifications for 
placement in the volunteer's position, the ability of the RIF-affected employee to do the work of the 
similar position, and cost effectiveness.  

Placements resulting in a promotion must be approved by the [HR Manager].  

After a RIF-affected employee has received notice of termination, [Company] will post a bulletin 
outlining procedures to make application for a voluntary RIF termination. 

Separation volunteers will be issued RIF termination notices effective on the RIF effective date of the 
original displaced employee. The notice shall advise them of their entitlements under RIF.  

RIF Volunteers must sign a statement that they realize the action is irrevocable once they have been 
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issued a RIF termination notice. However, [Company] may cancel the action if necessary.  

RIF volunteers will be treated as involuntary RIF terminations, with all entitlements.  

Employee participation in the voluntary RIF termination program is subject to the sole discretion of 
[Company].  

Severance 

 If you must terminate an employee, however, the safest, most prudent course of action is 
to offer a severance package—but only in exchange for a waiver and release of claims, 
and covenant not to sue—for all terminated employees except those terminated for some 
egregious or intentional misconduct. By offering severance in exchange for a release, you 
are capping your exposure and buying off the risk of a costly, time consuming, and 
burdensome lawsuit. 
- By Jon Hyman, a partner in the Labor & Employment group of Kohrman Jackson & Krantz. 
For more information, contact Jon at (216) 736-7226 or jth@kjk.com. 

 See the “Severance Acceptance Agreement” included in the HR Forms” folder 

 Although severance pay is not required by law, we recommend that employers consider 
providing severance pay to cushion the adverse impact of a layoff and help ease the 
employee’s transition. Two (2) weeks’ severance is typical after one (1) year.  

 Use caution when you decide on your severance policy – to avoid grounds for 
discrimination claims, decide on a severance policy that will apply in all cases (or choose 
never to pay severance). Don’t “qualify” employees or leave it up to management’s 
discretion. 

Any Participant whose employment with the Company is terminated by the Company due to Job 
Elimination shall be eligible for Severance Pay hereunder provided the Participant has been employed by 
the Company for a minimum of 12 months and provided the Participant has returned a signed Release to 
the Committee within the time period requested by the Committee and has not revoked the Release within 
the time permitted under applicable state and federal laws. 

The amount of Severance Pay for which a Participant is eligible hereunder shall be determined in 
accordance with his or her status as an executive or key employee and his or her length of service with the 
Company. Severance Pay under this Policy means base pay and any pro-rata earned incentive bonus 
under the Company’s Incentive Compensation Plan. 

A corporate senior vice president or track president shall be eligible for Severance Pay equal to three (3) 
weeks of base salary for each year of service with the Company. The minimum Severance Pay for a 
corporate senior vice president or track president shall be twelve (12) weeks of base pay and the 
maximum severance for a corporate senior vice president shall be twenty-six (26) weeks of base salary. 

Severance Pay shall be paid to an eligible Participant pro rata by checks issued in accordance with the 
Company’s regular payroll schedule, commencing with the pay period following the expiration of the 7-
day revocation period following the signing of the release or the business day following the Participant’s 
last day of employment, whichever is later. 

Outplacement Services 

 Typically offered when there is a layoff… 
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The Company shall provide standard outplacement services at the expense of the Company, but not to 
exceed in total an amount equal to [$3,000], from an established outplacement firm selected by 
[Company]. In order to receive outplacement services, the employee must begin utilizing the services 
within 30 days of his or her date of termination.  

Perquisites 

The Participant’s right to use a Company automobile and any automobile allowance that the Participant 
was receiving in accordance with the arrangement in effect at the time of termination of the Participant’s 
employment will cease at the time of termination of the Participant’s employment. Any reimbursement 
for fringe benefits such as dues and expenses related to club memberships and expenses for professional 
services will cease at the time of termination of the Participant’s employment. 

All Severance Pay and Severance Benefits shall be subject to federal, state and local tax deductions and 
withholding for the same. 

Benefits Continuation / Termination 

Benefits (Life, Medical & Dental) end on an employee’s last day of employment, (or last day of the 
month in which the last day of employment falls).  

Any accrued but unused [Vacation time / Paid Time Off] [will / will not] be paid out at the time of 
employment termination. 

Insurance Conversion Privileges 

 California - requires every group health plan contract providing health and disability 
coverage to small employers with 2 to 19 eligible employees. California Health and Safety 
Code Section 1363.06 enforced by the Department of Managed Health Care. California 
Insurance Code Section 10128.50 - 10128.59, California Continuation Benefits 
Replacement Act enforced by the California Department of Insurance (depending if your 
group coverage is an HMO 

 Florida - entitles individuals a continuation of coverage for groups with 2-19 full-time 
employees. Eligible participants must request the extension within 30 days of termination. 
Florida Statute Title XXXVII Chapter 627.6692 Florida Health Insurance Coverage 
Continuation Act (FHICCA). 

 Illinois - covers plans of any size, and Employee and covered dependents must be 
covered for 3 continuous months before a qualifying event. Coverage last for 12 months 
for former employees, and 24 months for dependents and spouses. Illinois Insurance 
Code 215 ILCS 5/367e. 367.2 for spouses. 367.2-5 for dependents. 

 Michigan - requires an employer to provide continuation coverage to dependent children 
of a covered employee who would lose coverage due to attainment of a specified age and 
who are incapable of self-support due to mental or physical disability (Sec. 24.12264). 

 New York - Guaranteed issue law that require insurers to cover anyone who applies, and 
plans with 2-19 employees can qualify for 36 months following termination of employment. 
New York’s law does not apply self-insured employers. Employers are required to provide 
notice to terminated employees in a detailed COBRA letter and with all the recent changes 
to COBRA, state and federal. Article 32 of the New York Insurance Regulation. 
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 Texas - Participants with 2-19 employees can qualify for 6 months. Texas's mini COBRA 
Law requires an employer to offer continuation coverage to employees and dependents 
whose coverage is terminated for any reason except involuntary termination for cause 
(Sec. 1(d), as amended by Ch. 837 (H. 710), L. 1997). 

 Washington - requires plans with 2-19 employees to offer participants and dependents 18 
months of extended coverage. West Virginia Code at Chapter 33, Article 16, Section 33-
16-3 and Article 16A, Sections 33-16A-1 through 33-16A-14. 

 Wisconsin - requires plans with 2-19 employees can qualify for 18 months. 

 Employees’ health, medical and other insurance policies vary in conversion options 
beyond their termination. It is not necessary to offer “COBRA” rights under federal law 
unless you regularly employ twenty (20) or more people. However, some states require a 
group insurance extension, so we recommend that you check with your attorney on your 
state law regarding this topic. 

 Please use the COBRA Notice Form located in the HR Forms folder for employees who 
wish to continue their insurance coverage after termination of employment. 

According to the federal Consolidated Omnibus Budget Reconciliation Act (COBRA) of 1985, in the 
event of your termination of employment with [Company] or loss of eligibility to remain covered under 
our group health insurance program, you and your eligible dependents may have the right to continued 
coverage under our health insurance program for a limited period of time at your own expense. 

An employee, unless dismissed for misconduct, has the option to convert to individual life insurance, 
and/or to continue Medical/Dental Benefits, in accordance with the COBRA regulations. Employees may 
choose the continuation or waiver of comprehensive medical coverage and dental coverage under 
COBRA, if applicable. Specific information will be provided at the exit interview. 

At your exit interview or upon termination, you will learn how you can continue your insurance coverage 
and any other benefits you currently have as an employee who is eligible for continuation. Please consult 
with your [Manager] or the [HR Manager] for additional details. 

Exit Interview 

 An exit interview can provide significant insights as to why employees are leaving the 
company. Interview results can be used to establish patterns and track turnover 
information, such as dissatisfaction with compensation and management styles. 

 You can use the Exit Interview Form, the Employee Termination Form and the Exit 
Certification Form located in the HR Forms folder to help you complete the employment 
termination procedures. Also, please see the HR Procedures Guide for more information. 

An exit interview will be conducted by your [Manager] and/or the [HR Manager] before leaving your 
employment with [Company]. Our managers are very interested in your reasons for leaving and would 
like to discuss any impressions that you may have about [Company]. During the exit interview, you can 
provide insights into areas for improvement that [Company] can make. Every attempt will be made to 
keep all information confidential.  

[Company] will schedule an exit interview with each employee who leaves whenever possible. This 
interview allows employees to communicate their views on their work with the client company and the 
job requirements, operations, and training needs. It also provides the employee an opportunity to discuss 
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issues concerning benefits and insurance. At the time of the interview, employees are expected to return 
all company-furnished uniforms, tools, and equipment, such as J.D. cards, keys, and credit cards. 
Arrangements for clearing any outstanding debts with the company and to receive final pay also are to be 
made at this time.  

Return of Company Property 

Any [Company] property issued to you must be returned to [Company] on or before the last day of 
employment. You will be responsible for any lost or damaged items. The value of any property issued and 
not returned may be deducted from your paycheck, and you may be required to sign a wage deduction 
authorization form for this purpose.  

Please arrange with your [Manager] or the [HR Manager] to return all [Company] property, including: 

 Company manuals 

 Customer directory 

 Company credit card(s) 

 Computer equipment 

 Employee handbook 

 Employment identification cards 

 Keys 

 Parking passes 

 Picture identification cards 

 Product samples 

 Security Cards 

 Vehicle(s) 

 Any/all other company property on the 

day of termination and prior to 

receiving final pay.  
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You may not make copies of, or remove, any information that has been developed for the company and is 
company property, including databases, contacts, sales proposals, etc. unless given specific permission to 
do so by the [HR Manager].  

Final Paycheck 

 Check your state laws regarding timeframes on the issuance of final paychecks.  

 Example, in the State of California, involuntarily terminated employees should be given 
their final paycheck the day they are terminated. An employee who has given notice 
should also have their final paycheck prepared and ready for them on the last day of 
employment vs. the employer having a 72 hour window to present the final paycheck to an 
employee who quits without giving notice.  

 Check individual state laws on payment of final wages to assure compliance, and to avoid 
any penalties and fines.  

 Example, in California, accrued vacation time is compensable and should be reflected in 
an employee’s final paycheck.    

 Federal – not required to pay vacation or personal day pay 

 California - employer must pay all wages, including unused vacation, owed to an 
employee at the time of her resignation, provided he does not have a written employment 
contract for a specific time frame and gives a minimum 72 hours of notice. If he does not 
give at least 72 hours of notice, he must receive all unpaid wages, including unused 
vacation, within 72 hours of quitting. In this case, the employer can mail the final paycheck 
to a designated address, if the employee makes this request. An employee that does not 
make this request after resigning should return to the employer's work site after 72 hours 
to  to request his final paycheck. 

 Florida - Employers are  not required to pay vacation/personal day pay 

 Illinois - termination check: The Illinois Wage Payment and Collection Act applies to all 
employers and employees in the state, except employees of the state or federal 
Government. It defines wages as "any compensation owed an employee by an employer 
pursuant to an employment contract or agreement between the two parties, whether the 
amount is determined on a time, task, piece, or any other basis of calculation." Regarding 
termination, it defines any remaining paychecks as "final compensation," which can 
include salaries, commissions, bonuses and "the monetary equivalent of earned vacation 
and earned holidays, and any other compensation owed the employee by the employer 
pursuant to an employment contract or agreement between the two parties."   

 New York - Employers must give their terminated employees their final paychecks by their 
next regularly  must pay their terminated employees for their unused vacation pay. 

 Wisconsin - An employer must pay employees who quits or resigns employment or who 
is discharged   or terminated all wages due by no later than the date on which the 
employee regularly would have been paid under the employer’s established payroll 
schedule.Whenever an employee is separated from the payroll of an employer as a result 
of the employer merging, liquidating or otherwise disposing of the business, ceasing 
business operations in whole or in part, or relocating all or part of the business to another 
area within or without the state, the employer, or the successors in interest of the 
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employer, must pay all wages due at the usual place of payment within 24 hours of the 
time of separation. 

 Michigan – Does not have to pay vacation or personal days.  Check due after resignation. 

 Texas - In Texas, if you are fired, discharged or involuntarily dismissed from your job, then 
your employer must issue your final paycheck within six calendar days of your termination. 
If you resign from your job, your employer must pay your final paycheck on the first 
regularly scheduled payday after your last day of work. If you stop working for your 
employer due to a mutual agreement, then you you should receive your final paycheck 
within six calendar days of your separation of employment. Mutual agreements to end an 
employment arrangement are generally regarded as involuntary terminations. Your final 
paycheck should contain your regular wages and bonuses, commission  money and other 
types of compensation to which you are are entitled. However, some companies in Texas 
use a different payment schedule for bonus pay, in which case employees do not receive 
bonuses on their regular payday. If your employer has such a policy in place, then your 
final paycheck should contain your regular wages but your employer can pay your bonus 
or commission money on the next scheduled bonus or commission payday.     

 Washington – Paid vacation, holiday, and sick leave and severance pay are considered 
voluntary benefits that a business may choose to offer workers. Washington State law 
does not require a business to provide these benefits. Even though there is no state law 
requiring a business to pay these benefits upon termination, if the business promises 
workers these benefits and does not follow through, workers can contact an attorney or file 
in small claims court for their unpaid benefits.Termination wages are due to the worker on 
the next regularly scheduled payday regardless of whether the worker quit or was fired. 

 Final paycheck distribution by state depends on cause of separation:            

 Federal – no specific timeframe required 

 California – Fired:  immediately. Quits: Final check must be given within 72 hours. 
However, if      employee has given more than 72 hours' notice, final check must be given 
immediately. 

 Florida – Fired:  no law. Quits: no law 

 Illinois – Fired:  given next payday. Quits: next payday 

 Michigan – Fired:  next scheduled payday. Quits: next payday 

 New York - Fired:  next scheduled payday. Quits: next scheduled payday 

 Texas - Fired:  within 6 days. Quits:  next payday 

 Washington - Fired: end of next pay period. Quits: end of next pay period 

 Wisconsin - Fired: next payday or within one month, whichever is earlier. Quits: next payday, If 
termination is due to merger, relocation, or liquidation of business, within 24 hours 

  

Your final paycheck will be provided to you either in person on the date of separation or by mail 
depending on the circumstances regarding the separation of your employment with [Company].  

If you owe any money to the company, you will be asked to make arrangements for repayment at that 
time.   
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Other Disbursements 

In order to receive a disbursement of any amounts due from a Retirement Plan, employees are required to 
complete and sign a distribution form and submit it to the [HR Manager]. Specific information will be 
provided at the exit interview. 

Former Employees 

Depending on the circumstances, [Company] may consider a former employee for re-employment. Such 
applicants are subject to [Company]’s usual pre-employment procedures. To be considered, an applicant 
must have been in good standing at the time of their previous termination of employment with 
[Company]. 

Reinstatement of Benefits (See Bridge of Service under Employee Information) 

If you were an employee of [Company] with at least [six (6) twelve (12)] months of continuous 
employment, and were rehired within [six (6) twelve (12)] months of your termination date, you will be 
eligible to continue your benefits at the level you enjoyed at the time of your termination of previous 
employment with [Company]. 

Post-Employment Inquiries 

 The employee’s right to privacy extends beyond the time of employment. Employers 
should exercise great care in providing references. We recommend adopting a “verification 
only” policy whereby employers offer no information regarding current or former 
employees. Rather, employers may verify the accuracy or inaccuracy of information 
provided by a third party regarding an employee’s position and dates of employment. 

 In addition we recommend you release compensation information only after receipt of a 
signed release form from the current or former employee. Please refer to the Previous 
Employment Verification and Exit Reference Release form in the HR Forms folder when 
conducting post-employment inquiries. 

[Company] does not respond to oral requests for employee references. In the event your employment with 
[Company] is terminated, either voluntarily or involuntarily, your [Manager] may be able to provide a 
reference to potential new employers only if you have completed and signed a “Exit Reference Release” 
form. 

As an employee of [Company], you are not to respond to any requests for information regarding another 
employee under any circumstances (unless it is part of your assigned job responsibilities.) Please forward 
any information requests to your [Manager] or the [HR Manager]. 
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