
Employee Handbook Outline 

 

 

I. Preface: Purpose of the Handbook 

Explain to your employees the reason for the handbook and what will be outlined 

within. This is a good pace to state the expectations of following the policies that will be 

outlined further. 

 

II. Welcome Letter 

A welcome letter from the President or CEO is important to set the tone of the 

handbook.  

 

III. Workplace Culture 

This section is critical to the handbook to explain to new employees how we expect 

everyone to behave. The policies in this section are to reduce risk of discrimination, 

sexual harassment, and retaliation. 

 

IV. Employment Relationship 

Providing an overview of how employment within your company looks is important to 

show employees the investment you have in them. This also explains the policies around 

separation of employment, should that happen. 

 

V. Employment Classification, Hour, and Wage Policies 

Defining employment classification and time expectations will give employees 

clarification on their role. 

 

VI. Work-Life Balance 

As one of the most important sections to new employees, detailing out what extra 

benefits employees have that will attribute to their personal life is essential to a 

handbook. 

 

VII. Leave Policies 

The time and holidays you give your employees, based off classification, needs to be 

outlined so every employee understands the options they have for vacation, FMLA, etc. 

 

VIII. Standards and Expectations 

Defining the expectations for employees surrounding substance use and dress code are 

just a few of the important policies in this section.  

 

IX. Health, Safety, and Security Policies 

This section outlines the policies that are crucial to the health and safety of your 

employees and the company property. 

 

X. Handbook Receipt, Acknowledgement, and Consent 

Every handbook includes the acknowledgement and a signature from the employee to 

hold them accountable for all the policies and procedures that are outlined to them. 

 
Need help creating, reviewing, or editing your employee handbook? Contact Kate! kate@zellehr.com 

mailto:kate@zellehr.com

