 SEQ CHAPTER \h \r 1EMPLOYEE GUIDE CONTENTS OUTLINE
NOTE: All these are not needed, which are depends on your culture and the amount of detail you feel is required at any given time.  Final drafts of any employee guide should be checked for legal compliance by your employment attorney.

BASIC EMPLOYEE GUIDE CONTENTS  

Organization Background and Culture

Employee Guide Information (Purpose, What it is like to work here)

General Employment Information and Practices:

   - Respectful Workplace

   - Open Communications and Conflict Resolution 

   - Types of Employment  

   - Organization Hours and Work Hours

   - Inclement Weather

   - Work Attire 

   - Use of office equipment and resources

Compensation: Pay and Benefits

   - Base Pay

   - Payroll reporting and pay dates

   - Overtime requirements and pay

   - Reporting Work Time (Hours worked, overtime, absences)

   - Paid Time Off (Holidays, Vacation, Sick leave or other PTO)

   - Other Benefits the Organization Pays for (Mandated benefits)

   - References to other benefit plans, if offered (Health Care, Retirement, etc.)

Employee Records

  - Personnel files kept

  - Employment verifications and other records requests.

AS ONE GROWS, ADD THESE AS NEEDED or LEGALLY REQUIRED 

Employment Philosophy (also: Hiring Relatives, Employee Referrals) 

Standards of Conduct

Conflict Resolution

Work Environment

Violence in the Workplace

Performance Management

Health Conditions and Work (HIPAA, ADA compliance)

Types of Employment (Regular Full-time, etc.)

Orientation 

Outside Work

Business Cards

Telephones, Computer Files, Electronic Mail, & Social Media

Solicitation and Distribution

Organization Bulletin Boards

Security Clearances

Benefit: Savings Plans - Retirement Savings Plan, Pre-tax Accounts for Health and Dependent Care

Benefit: Paid Time Off  - Holidays, Paid Leaves, Jury Duty Leave, 

Military Reserve Duty

Benefit: Unpaid Leaves - Family and Medical Leave,  Military Leave of Absence,  Time Off Without Pay

Benefit: Health Care Assistance - Medical Insurance,  Dental Insurance

Benefit: Financial Security Assistance - Short-Term Disability Insurance,  Long-Term Disability Insurance, Life Insurance,  Accidental Death and Dismemberment Insurance

Professional Development - Performance Reviews, Job Posting,  Development and Training Assistance

Our Organization Policies... Our Individual Responsibilities


Respectful Workplace (Harassment, Violence, etc.)


Drug Free Workplace 


Code of Ethics


Confidentiality and Proprietary Information


Conflict of Interest


Software Protection


Electronic and Social Media
