Employee Handbook Topics Worksheet

Employer: ________________________   Date: _______


	Subject


	Inclusion (Initialed)
	Note if employer practice differs for employee groups

	
	
	

	A Word About This Handbook
	
	

	Employer’s Introductory Letter
	
	

	EMPLOYMENT POLICIES & PRACTICE
	
	

	Employment  At-Will Status
	
	

	Right to Revise Policies
	
	

	Equal Employment Opportunity
	
	

	Anti Harassment & Discrimination Policy
	
	

	Employment Categories (FT, PT) & Classifications (exempt/non-exempt)
	
	

	Introductory Period
	
	

	Attendance & Punctuality
	
	

	Timekeeping Requirements
	
	

	Paydays/Pay Periods/Direct Deposit
	
	

	Deductions for Exempt Employees
	
	

	Pay Advances
	
	

	Report to Work Pay
	
	

	On Call Pay for Non-exempt Employees
	
	

	Meal & Rest Periods
	
	

	Overtime for Non-exempt Employees
	
	

	Makeup Time
	
	

	Open Door Policy/Employee Complaints
	
	

	Mediation/Arbitration (requires legal review)
	
	

	Performance Evaluations
	
	

	Separation of Employment
	
	

	Employee Verification of Employment
	
	

	COMPANY OPERATIONS
	
	

	Work Schedules and Office Hours
	
	

	Dress Standards
	
	

	Telephone/Cell Phone Use
	
	

	Employees Who are Required to Drive 
	
	

	Employee Credit Cards
	
	

	Pay for External Meetings & Training
	
	

	Solicitation & Distribution
	
	

	Personnel Records/Changes & Access to
	
	

	Company Property
	
	

	Employee Property
	
	

	Bulletin Board Use
	
	

	Safety & Health
	
	

	Preventing Violence in the Workplace
	
	

	Technology Usage Policy
	
	

	BENEFITS
	
	

	Medical Insurance – General Information
	
	

	State or Private Disability Insurance 
	
	

	Unemployment Insurance
	
	

	Life Insurance - general info.
	
	

	Social Security
	
	

	Workers’ Compensation
	
	

	Section 125 (Cafeteria Plan)
	
	

	401 (k) Qualified Retirement Plan
	
	

	Paid Family Leave Insurance
	
	

	Tuition Assistance Program
	
	

	TIME OFF
	
	

	Holidays
	
	

	Vacation
	
	

	Paid Sick Leave
	
	

	Family Leave Laws (FMLA/CFRA) (50 or more  ees)
	
	

	Medical Leave of Absence (Unpaid)
	
	

	Personal Leave of Absence (Unpaid)
	
	

	Pregnancy Disability Leave (PDL) (5 or more ees)
	
	

	Jury Duty/Witness Duty
	
	

	Bereavement Leave
	
	

	School Activities Leave (25 or more ees)
	
	

	Time Off to Vote
	
	

	Military Leave
	
	

	California Family Military Leave 

(25 or more ees)
	
	

	Domestic Violence Leave (25 or more ees)
	
	

	Victims of Crime Leave
	
	

	Volunteer Civil Service Leave
	
	

	Donor Paid Leave (15 or more ees)
	
	

	STANDARDS OF CONDUCT
	
	

	Business Conduct & Ethics
	
	

	Confidentiality
	
	

	Conflict of Interest
	
	

	Off Duty Conduct
	
	

	Prohibited Conduct & Disciplinary Action 
	
	

	Conduct with Our Clients
	
	

	Drug & Alcohol Abuse
	
	

	Smoking
	
	

	ACKNOWLEDGEMENT OF RECEIPT
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Wage Order#______


# Employees_____

# Employees in other states?______

Items in bold denote legally essential topics for the handbook
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