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BEST PRACTICES FOR CREATING A

COMPREHENSIVE

An employee handbook is a valuable resource for any organization, as it outlines the
company's policies, procedures, and expectations for its employees. Here are some of the
key components that a handbook should cover:

Introduction to Company Culture, Mission, and Values

A handbook should provide an overview of the company's culture, mission, and values. This
helps employees understand the organization's goals and how they fit into the bigger
picture.

Expectations for Employees

A handbook should clearly outline what is expected of employees in their positions. This
includes expectations for punctuality and attendance, job performance, attire,
client/patient interactions, workplace communications, cell phone use, and more.

Employee Benefits

The handbook should explain the employee benefits package, including health insurance,
retirement plans, and other perks. It should also provide instructions on how to access and
make use of these benefits.

Employee Rights and Protections

A handbook should explain the rights and protections that employees have under state
and federal laws. This includes protections against discrimination, harassment, retaliation,
and other forms of mistreatment.

Communication with Management

The handbook should provide information on how employees can communicate with
management or ownership. This includes information on who to contact for different types
of issues, and how to file a complaint or grievance.

Critical Elements of the Handbook

The handbook should include detailed information on important topics like employment
classifications, positions, compensation, rights and protections, operations, policies and
procedures, and state-specific concerns.

Regular Review and Updates

While drafting and distributing an employee handbook is an important first step, it is
equally important to review and update the handbook on a regular basis. This ensures that
the handbook stays current with changing laws and company policies

The information provided above is intended to give you a general understanding of what
should be included in an employee handbook. However, it is important to note that
employment laws and regulations can vary depending on your company's location, size,
and industry.

To ensure that your handbook is compliant with all relevant laws and regulations and
meets the unique needs of your business, it is highly recommended that you consult
with our attorneys.
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