90 Items to Consider for Developing your Human Resources Employee Handbook





�
Introductory Statement from Management


At will Statement


Employee Relations Policy


Right to Revise / Integration Clause


EEOC Statement – Unlawful Harassment


Arbitration Clause


Non – Disclosures


New Hires


Physical Examinations – Regular Employees – Exempt Employees – Non-Exempt Employees


Rehired Employee


Seniority


Full Time Employees


Work Schedules


Meals and Rest Periods


Statements / Definitions


Part-time Employees


Medical Terminated Employees


Temporary Employees


Discharged Employees


Laid-off Employee


Job duties / Job qualifications


Time-keeping Requirements


Pay Advances / Garnishments, Attachments & Judgments


Overtime


Salary Pay


Personnel Records


Employee References


Performance Evaluations


Promotions & Transfers, Statements


Work Related Problems


Problem Solving


Suggestions


Wage & Salary Merit Reviews


Suggestion Program


Employment of Relatives Statement


Conflicts of Interest Statement


Reduction in Workforce


Laid-off Employee


Involuntary Terminations & Discipline Program


Voluntary Termination


Employer Property


Telephone / Internet Use Policy


Off Duty Use of Facility


Employee Property Policy


Security 


Health & Safety


Smoking


Parking


Solicitation & Distribution of Literature


Bulletin Boards


Visitors


Paid Holidays


Unpaid Holidays


Vacations


Personal Time Off


Insurance Benefits


Medical Insurance


Dental Insurance


Section 125 Cafeterias Full-Flex Plan


401(k) Salary Savings Plan


Employee Stock Ownership Plan (ESOP)


Leaves of Absence


Family Leave


Bereavement Leave


Personal Leave


Military Leave Mandatory


Jury & Witness Duty Leave Mandatory


School Conference Involving Suspension


External Employee Education Policy


Recreational Activities and Programs


Vending Machine & Eating Facilities


Accident & Injuries at Work


Recreational Activities and Programs


Workers Compensation Mandatory


Customer Relations


Confidentiality


Anti-Kickback Policy


Off Duty Conduct


Drug & Alcohol Policy


Punctuality & Attendance


Leaving Work Before End of Shift


Personal Standards


Prohibited Conduct


