
 

 

Employee Handbook Content Recommendations 
 
When mindfully and intentionally crafted, an employee handbook can be a tool used 
both to communicate necessary legal and compliance related workplace information as 
well as company culture, tone, and value.  
 
Here are some tips for writing an employee handbook: 
 

1) Use your employee handbook as an extension of your business strategy. 
A handbook is one of the first items that a new employee will see and it’s the 
document that everyone should relate to the company’s work at hand. It’s an 
important document to establish excitement with employees and the consistency 
for your company’s culture. This is all an extension of the company’s business 
strategy. 

2) Make your tone positive. 
Handbooks should be a tool to empower employees and to convey company 
culture and values. Focus on engaging employees as opposed to establishing 
company power.  

3) Keep guidelines simple. 
Avoid complicated legal jargon. Aim for an easy flow of information rather than a 
list of rules. 

4) Gear towards the 99%. 
Often, handbooks focus on the 1% of employees who break rules. Create a more  
inclusive and positive tone by focusing on those who follow rules. This is a great   
way to establish a culture of trust. 

5) Personalize to fit your company. 
A handbook can show how your company is unique and special. Make sure the  
format, tone and presentation are a match. 

6) Create a template. 
Keeping up with legal changes across states can be a chPoallenge. Consider 
developing a more general handbook document that can be modified for different 
situations. 

7) Keep up with legal changes. 
Review your handbook frequently and update at least on a yearly basis. 

8) Keep it accessible and user-friendly. 
Post online and make employees aware of any changes or updates.  
 

 
 
 
 
 
 
 



 

 

 
 
 
Below is a sample Table of Contents for a complete employee handbook: 

Table of Contents 
INTRODUCING THE COMPANY ......................... ERROR! BOOKMARK NOT DEFINED. 
MISSION ...................................................................................... ERROR! BOOKMARK NOT DEFINED. 
VISION ......................................................................................... ERROR! BOOKMARK NOT DEFINED. 
HANDBOOK INTRODUCTION .......................................................... ERROR! BOOKMARK NOT DEFINED. 
CLIENT RELATIONS ...................................................................... ERROR! BOOKMARK NOT DEFINED. 

GENERAL EMPLOYMENT POLICIES ................ ERROR! BOOKMARK NOT DEFINED. 
NATURE OF EMPLOYMENT ............................................................ ERROR! BOOKMARK NOT DEFINED. 
OPEN DOOR POLICY .................................................................... ERROR! BOOKMARK NOT DEFINED. 
EQUAL EMPLOYMENT OPPORTUNITY ............................................ ERROR! BOOKMARK NOT DEFINED. 
DIVERSITY, EQUITY AND INCLUSION .............................................. ERROR! BOOKMARK NOT DEFINED. 
BUSINESS ETHICS AND CONDUCT ................................................. ERROR! BOOKMARK NOT DEFINED. 
REMOTE WORK ........................................................................... ERROR! BOOKMARK NOT DEFINED. 
RELATIVES AND PERSONAL RELATIONSHIPS ................................. ERROR! BOOKMARK NOT DEFINED. 
IMMIGRATION LAW COMPLIANCE .................................................. ERROR! BOOKMARK NOT DEFINED. 
CONFLICTS OF INTEREST ............................................................. ERROR! BOOKMARK NOT DEFINED. 
OUTSIDE EMPLOYMENT ............................................................... ERROR! BOOKMARK NOT DEFINED. 
NON-DISCLOSURE ....................................................................... ERROR! BOOKMARK NOT DEFINED. 
HIPAA COMPLIANCE ................................................................... ERROR! BOOKMARK NOT DEFINED. 
(HEALTH INSURANCE PORTABILITY AND ACCOUNTABILITY ACT) ..... ERROR! BOOKMARK NOT DEFINED. 
FACTA COMPLIANCE .................................................................. ERROR! BOOKMARK NOT DEFINED. 
(FAIR AND ACCURATE CREDIT REPORTING ACT) ........................... ERROR! BOOKMARK NOT DEFINED. 
DISABILITY ACCOMMODATION (ADA) ............................................ ERROR! BOOKMARK NOT DEFINED. 
LIFE-THREATENING ILLNESSES IN THE WORKPLACE ...................... ERROR! BOOKMARK NOT DEFINED. 
AFFIRMATIVE ACTION ................................................................... ERROR! BOOKMARK NOT DEFINED. 
CORPORATE COMMUNICATIONS & MEETINGS ............................... ERROR! BOOKMARK NOT DEFINED. 
REHIRE POLICY ........................................................................... ERROR! BOOKMARK NOT DEFINED. 

COMPANY POLICIES & PRACTICES ................ ERROR! BOOKMARK NOT DEFINED. 
EMPLOYMENT CLASSIFICATIONS .................................................. ERROR! BOOKMARK NOT DEFINED. 
PERSONNEL RECORDS ................................................................ ERROR! BOOKMARK NOT DEFINED. 
EMPLOYMENT REFERENCE CHECKS ............................................. ERROR! BOOKMARK NOT DEFINED. 
PERSONAL INFORMATION CHANGES ............................................. ERROR! BOOKMARK NOT DEFINED. 
EMPLOYMENT APPLICATIONS ....................................................... ERROR! BOOKMARK NOT DEFINED. 

EMPLOYEE BENEFIT PROGRAMS ................... ERROR! BOOKMARK NOT DEFINED. 
BENEFITS OVERVIEW ................................................................... ERROR! BOOKMARK NOT DEFINED. 
COMPANY PAID HOLIDAYS ........................................................... ERROR! BOOKMARK NOT DEFINED. 
BIRTHDAY DAY OFF ..................................................................... ERROR! BOOKMARK NOT DEFINED. 



 

 

PAID TIME OFF (PTO) .................................................................. ERROR! BOOKMARK NOT DEFINED. 
MEDICAL, VISION & DENTAL INSURANCE ....................................... ERROR! BOOKMARK NOT DEFINED. 
401(K) RETIREMENT PLAN ........................................................... ERROR! BOOKMARK NOT DEFINED. 
TECH REIMBURSEMENT, SUPPLEMENTAL BENEFITS AND EMPLOYEE REFERRAL BONUS .......... ERROR! 
BOOKMARK NOT DEFINED. 
EDUCATIONAL ASSISTANCE .......................................................... ERROR! BOOKMARK NOT DEFINED. 
WORKERS’ COMPENSATION INSURANCE ....................................... ERROR! BOOKMARK NOT DEFINED. 
TIME OFF TO VOTE ...................................................................... ERROR! BOOKMARK NOT DEFINED. 
BEREAVEMENT LEAVE .................................................................. ERROR! BOOKMARK NOT DEFINED. 
JURY DUTY .................................................................................. ERROR! BOOKMARK NOT DEFINED. 
WITNESS DUTY ............................................................................ ERROR! BOOKMARK NOT DEFINED. 
BENEFITS CONTINUATION (COBRA) ............................................ ERROR! BOOKMARK NOT DEFINED. 
LIFE INSURANCE AND AD&D INSURANCE ...................................... ERROR! BOOKMARK NOT DEFINED. 
SHORT-TERM DISABILITY ............................................................. ERROR! BOOKMARK NOT DEFINED. 
LONG-TERM DISABILITY ............................................................... ERROR! BOOKMARK NOT DEFINED. 
FEDERAL & STATE EMPLOYMENT BENEFITS ................................. ERROR! BOOKMARK NOT DEFINED. 

PAYROLL POLICIES & PRACTICES .................. ERROR! BOOKMARK NOT DEFINED. 
TIMEKEEPING .............................................................................. ERROR! BOOKMARK NOT DEFINED. 
PAYDAYS ..................................................................................... ERROR! BOOKMARK NOT DEFINED. 
OVERTIME PAY ............................................................................ ERROR! BOOKMARK NOT DEFINED. 
EMPLOYMENT TERMINATION ........................................................ ERROR! BOOKMARK NOT DEFINED. 
PAY ADVANCES ........................................................................... ERROR! BOOKMARK NOT DEFINED. 
ADMINISTRATIVE PAY CORRECTIONS ............................................ ERROR! BOOKMARK NOT DEFINED. 
PAY DEDUCTIONS AND SETOFFS .................................................. ERROR! BOOKMARK NOT DEFINED. 

WORKING CONDITIONS ..................................... ERROR! BOOKMARK NOT DEFINED. 
SAFETY ....................................................................................... ERROR! BOOKMARK NOT DEFINED. 
WORK SCHEDULES ...................................................................... ERROR! BOOKMARK NOT DEFINED. 
USE OF PHONE AND MAIL SYSTEMS ............................................. ERROR! BOOKMARK NOT DEFINED. 
SMOKING-FREE WORKPLACE ....................................................... ERROR! BOOKMARK NOT DEFINED. 
USE OF COMPANY EQUIPMENT ..................................................... ERROR! BOOKMARK NOT DEFINED. 
EMERGENCY CLOSINGS & EVACUATIONS ..................................... ERROR! BOOKMARK NOT DEFINED. 
BUSINESS TRAVEL EXPENSES ...................................................... ERROR! BOOKMARK NOT DEFINED. 
VISITORS IN THE WORKPLACE ...................................................... ERROR! BOOKMARK NOT DEFINED. 
COMPUTER, SOFTWARE, INTERNET, E-MAIL SECURITY .................. ERROR! BOOKMARK NOT DEFINED. 
WORKPLACE MONITORING ........................................................... ERROR! BOOKMARK NOT DEFINED. 
SECURITY INSPECTIONS ............................................................... ERROR! BOOKMARK NOT DEFINED. 
WORKPLACE VIOLENCE PREVENTION ........................................... ERROR! BOOKMARK NOT DEFINED. 
SUGGESTIONS FOR IMPROVEMENT ............................................... ERROR! BOOKMARK NOT DEFINED. 

 

LEAVE OF ABSENCE ......................................... ERROR! BOOKMARK NOT DEFINED. 
UNPAID PERSONAL LEAVE ........................................................... ERROR! BOOKMARK NOT DEFINED. 
MILITARY LEAVE .......................................................................... ERROR! BOOKMARK NOT DEFINED. 
PREGNANCY-RELATED ABSENCES ............................................... ERROR! BOOKMARK NOT DEFINED. 



 

 

EMPLOYEE CONDUCT POLICIES ..................... ERROR! BOOKMARK NOT DEFINED. 
STANDARDS OF CONDUCT ........................................................... ERROR! BOOKMARK NOT DEFINED. 
DRUG AND ALCOHOL USE ............................................................ ERROR! BOOKMARK NOT DEFINED. 
SEXUAL AND OTHER UNLAWFUL HARASSMENT ............................. ERROR! BOOKMARK NOT DEFINED. 
ATTENDANCE AND PUNCTUALITY .................................................. ERROR! BOOKMARK NOT DEFINED. 
PERSONAL APPEARANCE ............................................................. ERROR! BOOKMARK NOT DEFINED. 
RESIGNATION .............................................................................. ERROR! BOOKMARK NOT DEFINED. 
DISCIPLINARY ACTION .................................................................. ERROR! BOOKMARK NOT DEFINED. 
PROBLEM RESOLUTION ................................................................ ERROR! BOOKMARK NOT DEFINED. 
WORKPLACE ETIQUETTE .............................................................. ERROR! BOOKMARK NOT DEFINED. 
FACILITIES & SAFETY ................................................................... ERROR! BOOKMARK NOT DEFINED. 

HANDBOOK ACKNOWLEDGMENT FORM ....... ERROR! BOOKMARK NOT DEFINED. 

 
 


