[Company name] Employee Handbook
How to use this template: replace every [bracketed] item, delete policies that do not apply, and add the policies your state and city require. This is sample wording, not legal advice. Have an employment attorney or HR professional in your state review the final handbook before you give it to employees.
Welcome
Welcome to [Company name]. This handbook explains how we work, what you can expect from us, and what we expect from you. Please read it, keep it, and ask [HR contact or owner] if anything is unclear.
About this handbook
This handbook is a summary of our policies. It is not a contract of employment and does not promise employment for any length of time. We may change, add or remove policies at any time, and we will tell you about changes in writing. If a federal, state or local law gives you more rights than a policy in this handbook, we follow the law.
At-will employment: Your employment with [Company name] is at will. You or the company may end it at any time, with or without cause or notice, as long as the reason is not unlawful. Only [owner or title] can change this, and only in a signed written agreement. [Montana employers: replace this paragraph; Montana law requires good cause to discharge after the probationary period.]
Equal employment opportunity
[Company name] makes employment decisions based on merit and business needs. We do not discriminate on the basis of race, color, religion, sex (including pregnancy, sexual orientation and gender identity), national origin, age (40 and over), disability, genetic information, military or veteran status, or any other status protected by federal, state or local law. [Add the protected categories under your state and city law.]
Reasonable accommodation
We provide reasonable accommodations for qualified employees with disabilities, for known limitations related to pregnancy, childbirth or related medical conditions, and for sincerely held religious beliefs, unless the accommodation would cause undue hardship. To ask for one, talk to [HR contact]. We will work with you to find an option that fits.
Harassment, discrimination and retaliation
We do not tolerate harassment, including sexual harassment, by anyone: managers, coworkers, customers or vendors. Harassment includes unwelcome conduct based on a protected characteristic, such as slurs, jokes, unwanted touching, threats, or displaying offensive images.
How to report: Tell your manager, [HR contact], or [owner or second contact]. You do not have to report to your direct manager, and you can report in person, by phone at [number] or by email at [email]. We will investigate promptly and as confidentially as we can, and we will take corrective action where needed.
No retaliation: We will not retaliate against anyone who reports a concern in good faith or takes part in an investigation. Report any retaliation the same way.
Employment categories
Full-time: regularly scheduled [30 / 32 / 40] or more hours a week.
Part-time: regularly scheduled fewer than [30 / 32 / 40] hours a week.
Temporary or seasonal: hired for a set period or project.
Non-exempt: paid for every hour worked and eligible for overtime.
Exempt: paid a salary and not eligible for overtime, because the job meets the legal salary and duties tests. Your offer letter states your category.
Work hours, schedules and timekeeping
Our workweek runs from [Sunday 12:00 a.m. to Saturday 11:59 p.m.]. Schedules are posted [day and how far ahead] in [the scheduling app / on the board]. Non-exempt employees must clock in at the start of each shift, out and in for unpaid meal periods, and out at the end of the shift, using [the time clock app or kiosk].
Never work off the clock. Do not answer work calls, texts or emails, or do any work, without recording the time. If you miss a punch or your time record is wrong, tell your manager within [24 hours] so it can be corrected. No one may change your time record without telling you.
Overtime
Non-exempt employees are paid 1.5 times their regular rate for all hours worked over 40 in a workweek, and any additional overtime required by state law. [California, for example, also requires daily overtime.] Overtime must be approved in advance by your manager, but all overtime worked is paid.
Meal and rest breaks
Short rest breaks of [10] minutes are paid and count as hours worked. Meal periods of [30] minutes or more are unpaid only if you are fully relieved of duty; if you are asked to work during a meal period, it is paid. [Add your state's meal and rest break rules, and any lactation break policy.]
Pay
Payday is every [other Friday / weekday], for the pay period ending [date or day]. Pay is by [direct deposit or paycheck]. Your pay stub shows hours, rate, gross pay, deductions and net pay, and is available [in the app / with your check]. We only make deductions required by law or that you authorize in writing. If your pay looks wrong, tell [payroll contact] right away and we will correct any error promptly.
You may talk about your pay, benefits and working conditions with coworkers and others. Nothing in this handbook limits that right.
Paid time off
Eligible employees earn [number] hours of paid time off per [pay period / hour worked], up to [number] hours per year. PTO can be used for vacation, personal needs or illness. Request planned time off at least [two weeks] ahead through [the app / the time off request form]. Requests are approved based on staffing and the order they were received. Unused PTO [carries over up to (number) hours / see state law] and is [paid / not paid] at separation, as required by state law.
Sick leave
[Company name] provides paid sick leave as required by [state or city law], or [number] hours per year, whichever is greater. You may use it for your own or a family member's illness, care or medical appointments, and for other reasons the law allows. We will not retaliate against you for using sick leave.
Holidays
We observe these paid holidays: [New Year's Day, Memorial Day, Independence Day, Labor Day, Thanksgiving Day, Christmas Day]. When a holiday falls on a Saturday it is observed on [Friday]; on a Sunday, on [Monday].
Leaves of absence
Family and medical leave: [If you have 50 or more employees, insert your FMLA policy here. Covered employers with eligible employees must include the FMLA general notice in the handbook.] Eligible employees may take up to 12 workweeks of unpaid, job-protected leave in a 12-month period for qualifying reasons.
Military leave: we follow USERRA and state law for employees who serve in the uniformed services.
Jury duty and voting: we give time off for jury service and, where state law requires, for voting. [State whether this time is paid.]
Other leave required by state or local law: [list, for example paid family leave or crime victim leave].
Attendance
Come to work on time for every scheduled shift. If you will be late or absent, contact [manager] at least [2 hours] before your shift by [phone / app]. Missing a shift without notice is a no call, no show. Absences protected by law, such as approved FMLA leave or legally protected sick leave, are never counted against you.
Conduct and discipline
We expect honesty, respect and safe work. Examples of unacceptable conduct include theft, violence or threats, harassment, working under the influence of alcohol or drugs, falsifying time records, and repeated attendance problems. We may use coaching, written warnings or other steps, but we are not required to follow any set order, and employment remains at will where at-will employment applies.
Safety
Follow all safety rules and training. Report every injury, near miss or unsafe condition to [manager] right away. We carry workers' compensation insurance. We will not retaliate against anyone who reports an injury or a safety concern.
Phones, technology and social media
Use company systems for work. Do not share customer or confidential business information. Nothing in this policy prevents you from discussing wages, hours or working conditions, or from talking with a government agency.
Leaving the company
We ask for [two weeks'] written notice if you resign. Please return keys, uniforms, equipment and badges by your last day. Your final paycheck will be paid by the deadline in [state] law, including any accrued PTO the law or this policy requires us to pay.
Employee handbook acknowledgment
I have received the [Company name] employee handbook dated [date]. I understand it is my responsibility to read it and to ask questions about anything I do not understand. I understand the handbook is not a contract of employment, that the company may change its policies, and that my employment is at will where state law allows. Nothing in the handbook limits my rights under the National Labor Relations Act or other laws.
Employee name (print): _______________________________________
__________________________________        ________________
Employee signature                              Date
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