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Best Practices for
Employee Handbooks and Policies

This webinar is presented for illustrative purposes
and does not constitute legal advice.

You should consult an attorney when drafting and
revising your employee handbook and policies.



An employee handbook:

Should be:

- Tailored to the individual needs of the employer
and employer's management style

- Used as a guideline and should never be
interpreted as form of employment contract

- Reviewed every 1-2 years

Advantages:

- Standardization of policies and procedures
- Legal compliance with relevant laws

- Brief and clear guidelines for employees

Handbook Basics:

- Be clear and concise

- Remember that not all states (or cities for that matter) follow
the same laws or regulations

- Incorparate the necessary degree aof flexibility
- Train emplayees on policies within the employes handbaok

- Refer to, use, and enforce the policies uniformby
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Handbook Basics:

- Be clear and concise

- Remember that not all states (or cities for that matter) follow
the same laws or regulations

- Incorporate the necessary degree of flexibility
- Train employees on policies within the employee handbook

- Refer to, use, and enforce the policies uniformly
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Key Policies in an Employee Handbook

Workplace Policies Compensation Policies

Time-0ff £ Leave Policies Employee Conduct



Workplace Policies







Establish an Anti-Discrimination and
Harassment Policy

1. Anti-Discrimination
a. Prohibit discrimination
b. No decisions made on the employee's protected characteristics

2. Anti-Harassment
a. Zero Tolerance
b. Description of Harassment Behavior
c. Disciplinary Action for Harassment
d. Reporting Process

3. Signed acknowledgments from every employee

4, Supervisor Training



Establish Clear Reporting Procedures

1. ldentify titles of individuals to whom employees should
report complaints

2. ldentify procedure for responding to and investigating
complaints



- Employees must be notified that information cannot be
expected to be kept private if it is transmitted from,
received by, or stored on the employee’s work computer.

- The Company may reserve the right to access
Information on an employee’s computer, to monitor
Internet use and emails, as well as the use of computers
and internet.









Compensation Policies













Time-0ff £ Leave Policies
















Employee Conduct













Social Media Policies

- Employees have the right to discuss wages, hours
and other terms or conditions of employment on
social media

- Polices must balance the employer’s goals while still
permitting protective activities

- Avoid overly broad or vague policies
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Drafting Social Media Policies

. Use specific and clear language

. Define key concepts and terms (i.e. - “trade secrets,” “confidential data”)
. Provide examples of prohibited conduct
. Restrict Appropriately

. Don't prohibit employees from identifying with the company

. Tailor the policy to the company
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Common Pitfalls and How to Avoid Them

Implementation and Disclaimers:
Enforcement of Policies:

+ ldentify applicable federal, state, and local laws
+ Consistently follow your policies

+ Include and use acknowledgment forms

« Include a "right to revise" provision

- At-Will Disclaimers
- Contract Disclaimers
- Benefit Disclaimers



Implementation and
Enforcement of Policies:

- ldentify applicable federal, state, and local laws
- Consistently follow your policies

- Include and use acknowledgment forms

- Include a "right to revise" provision



Disclaimers:

- At-WIll Disclaimers
- Contract Disclaimers
- Benefit Disclaimers



