Example Company Employment Policy Manual

Document Properties and History

Name and Location of Document

Change Log (Revision History)

Introduction Letter

Notice To All Coworkers

Our Company Mission

Our Company Principles

Our Company Vision

Universal Job Description

Equal Employment Opportunity Policy

Violence in the Workplace Prevention Policy

Zero Tolerance

Workplace Security Measures

All Weapons Banned

Inspections

Reporting Violence

Employee Assistance Program

Training Programs

Education Offerings

Incident Management

Alcohol and Controlled Substances Policy
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Example Company Employment Policy Manual

Alcohol and Drug Testing

Smoking and Chewing Tobacco

Recycling

No Solicitation or Distribution Rule

Non-Employees

Off-Duty Employees

On-Duty Employees

Working Time

Working Areas

Trade Unions

Job Security

Sexual Harassment Policy

Safety Program

Accident Reporting

Specific Safety Rules and Guidelines

Safety Rules and Regulations

Office Equipment

Phone Usage

Internet and Email Usage

Passwords and Computer Security

Standardized Login Information
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Example Company Employment Policy Manual

Computers

Websites and Web Services

Documents and Files

Documenting Login Information

Password List Document

Mandatory Screen Savers

Lock Computers

Rumors

Grievance Procedure

Handling Scrap Materials/Junk

Warranty, Scrap or Trash

Salaries and Wages

Sales Commissions

Payroll Withholding Taxes

Social Security

Salaries and Wage Adjustments

Probationary Period of Employment

Promotions

Annual Evaluations

Overtime

Educational Courses
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Example Company Employment Policy Manual

Employee Discounts

Use of Company Vehicles

Wireless Phone Use

Hourly Employees Assigned Vehicles

Salary Employees Assigned Vehicles

Vacations

Other Time Off

Holidays

Absence From Work

Jury Duty

Military Duty

Leaves of Absence

Maternity Leave

Other Leaves of Absence

Hospitalization and Major Medical

Workers Compensation Insurance

Uniforms

Personal Appearance While On the Job

Personal Property

Tools

Lost, Stolen, Damaged Tools
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Example Company Employment Policy Manual

Suggestions

Outside Work Activities

Disciplinary Procedures

First Offense Violation

Second Offense Violation

Next Violation

Resignation from Employment

Termination of Employment

Criminal Activities

Drug Testing Consent Form

No Refrigerant Venting Policy (Very Important)

Non-Disclosure, Non-Solicitation, & Non-Compete Agreement
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