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Writing your Employee Manual 
 

 

The purpose of an employee manual is to introduce new employees to the company as well 

as set up expectations between the employer and employee. The employee manual should 

always inform the employees of company policies, values, standards of business conduct, 

and benefits. 

 

Before starting to put together the employee manual, it is always important to review the 

company practices and culture to decide which policies are fundamental, and which policies 

do not apply. It is also important to remember the balance between “best practice” and what 

is reasonable. Of course it is always preferred to follow best practice; however, a policy 

should never be included that is 1) hard to follow, or 2) not something that the company will 

enforce 100% of the time. While the policy manual is set up to protect the company, if the 

policies are not followed they can become a liability. 

 

When writing a manual, it is important to remember the following 8 items: 
 

 Use the handbook as a communication tool 

 Include safety and security issues 

 Submit for legal review 

 Outline expectations/code of conduct 

 Include hours, benefits, and compensation 

 Don’t be redundant 

 Make the manual readable 

 Leave room for change 
http://wheniwork.com/blog/8-tips-on-how-to-write-your-first-employee-handbook/ 

 

NOTE: an employee handbook is written with employees as the intended audience. It is most 

often written using a straightforward layout for easy referencing of company policies and 

procedures and covers basic company policies and benefit programs, as well as the general 

expectations of the company, including acceptable and unacceptable behavior and 

disciplinary measures. An employee manual details every aspect of company policy, the 

procedures for following those policies and the forms needed to complete each process. ---

SHRM, http://www.shrm.org/templatestools/hrqa/pages/handbookpoliciesprocedures.aspx 

 

The following employee manual template is intended to be used as a guide through the policy 

review process. In this employee manual template each section has been labeled with a level 

of priority. While all sections are recommended, sections labeled “high priority” are sections 

which could create the most liability if not included in an employee manual. 
 

 Throughout the manual, you will see this symbol. This symbol is there to indicate 

a helpful hint or legal alert. If you are unsure or unfamiliar with a section, you 

should research the section and/or consult with a local labor attorney. 

 

 

http://wheniwork.com/blog/8-tips-on-how-to-write-your-first-employee-handbook/
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Table of Contents [high priority] 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 When putting together the table of contents it is best to identify each section with 
indicators rather than page numbers. This way it is easier to update the manual. You 
should always begin new sections of the manual on a new page, leaving room for 
adjustments and updates. 
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Introduction to this Manual [high priority] 
 
There are several things that are important to keep in mind about this manual.  

 

First, it contains only general information and guidelines. It is not intended to be 

comprehensive or to address all the possible applications of, or exceptions to, the general 

policies and procedures described. For that reason, if employees have any questions 

concerning eligibility for a particular benefit, or the applicability of a policy or practice, they 

should address their specific questions to whoever it is that oversees this area. This 

handbook does not confer any contractual right; either express or implied, to remain in 

Company’s employment. Nor does it guarantee any fixed terms and conditions of 

employment. Staff employment is not for any specific time and may be terminated at will, 

with or without cause and without prior notice, by Company or staff, for any reason at any 

time.   

 

Second, the procedures, practices, policies, and benefits described in this handbook may be 

modified or discontinued from time to time. The COMPANY will always attempt to inform 

staff of any changes as they occur.  

 

Finally, some of the subjects described within this handbook are covered in detail in separate 

documents. Employees should refer to these documents for specific information, as this 

handbook may contain only a brief summary. Any updates to this handbook shall supersede 

all previously issued handbooks and inconsistent verbal or written policy statements.  

 

Please hold on to this handbook and review it as needed. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 This section is important to state as it clarifies the role of this manual and its relationship 
to an employee agreement. Employers are vulnerable to lawsuits if they do not provide 
statements regarding the contractual relationship and at will employment (see Section I., 
A.) It also gives the company the ability to update, change, or edit any of the policies listed 
in the handbook. 
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Acknowledgement and Receipt of Employee Manual [high priority] 
 

I acknowledge that I have received the COMPANY Employee Manual and will read the 

contents of this manual.  I also understand that if I have any questions or concerns about the 

manual I can contact insert the person who would serve as the contact. I understand that the 

manual is intended to provide me with information about the COMPANY’s policies. 

 

Employment with the COMPANY is on an at-will basis, which means that both staff and the 

COMPANY are free to terminate the employment relationship at any time, with or without 

cause, and with or without notice.  

 

Changes to the at-will nature of the employment relationship can only be made in writing 

and must be signed by the COMPANY’s CEO, or other appointed person. 

 

Nothing in this manual shall limit the right to terminate employment at will.  

 

I further understand that all policies and information contained in this manual are subject to 

change by the COMPANY unilaterally, upon notice. I also understand that it is my 

responsibility, when inquiring on any item in this manual, to ensure I consult the latest 

version. 

 

I understand that if I desire clarification of any items in this manual, I should communicate 

with the position or department that was listed above. 

 

Please write your name, sign, and date this acknowledgement below and return it to your project’s 

human resources representative or operations director. 

 

 

 

Employee’s name: ___________________________ 

 

 

 

  

Employee’s signature: ___________________________ 

 

 

 

      

Date:   ___________________________ 

 
 

  Best practice would dictate every employee signing off on the manual acknowledgement 
once per year.  If this is not practical, a copy of the employee manual should be emailed to 
the employees one time per year outlining any changes that have been made in the past 
year.  
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Introduction [high priority] 

 
A. Introduction to the COMPANY.  
 

 This is a great way to start a manual, by introducing your new employee to your company. 
This is where the person reading this manual will get a taste of your company culture and 
the expectations you have for your employees. 

 
B. History of the COMPANY  

 

 Whether you want to include this or not is up to you. Including your company’s history 
gives the person the opportunity to get to know you more and connect with your roots. 

 
C. Introduction to the Manual 

C.1. Purpose and Audience  

The purpose of issuing this employee manual is to inform employees of their rights and 

obligations.  

 

This manual does not represent an employment contract or imply job security, and it can be 

updated at any time. Verbal agreements do not supersede any written policies. Changes in 

policy will be effected or implemented and outlined in writing; a revised manual will also be 

made available to all current employees.  

 

C.2. Applicable Regulations and Order of Precedence  
 

 In many countries it is good to state what laws/ordinances/departments you are using as 
guidance as it pertains to certain polices that are directly impacted by local labor law. It is 
important that you consult with the labor attorney to obtain this information as it could 
guide the rest of the manual. 

 

It is the COMPANY policy to abide by applicable labor laws, and this employee manual has 

been developed in accord with the COUNTRY Labor Law.  
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I. Employment at COMPANY [low to medium priority] 
 

The COMPANY identifies and selects highly competent staff through a competitive 

recruitment process. 

 

A. Employment At Will [if Employment At Will is relevant, this is high priority] 
 

 Many countries do not adhere to Employment at Will. It is important that you consult with 
an employment attorney regarding this practice. Some U.S. companies include this policy 
regardless of local labor law; however, local labor law always prevails. If included in any 
form, this policy should also be referenced in the Acknowledgement of Receipt (above).  

 

All COMPANY employees are employed at will and are free to resign at any time, 

in accordance with the termination procedures and conditions set out in the 

employee manual and employment agreement. Similarly, the COMPANY has the 

right to terminate any employee at any time, with or without reason or notice in 

accordance with the termination procedures and conditions set out in the employee 

manual and employment agreement. Nothing contained in the employee manual, 

other documents provided to the employee, or any oral representations to the 

employee can alter the at-will employment relationship or constitute a guarantee 

that employment or any employment term or benefit will be continued for any 

period of time. Every aspect of employment is at will.  

B. Categories of Employees  
 

 It is important that you list the types of employees that will be working at your company. 
Many times the local labor law will state what categories of employees exist and then you 
would list those. An example of this would be professional versus support staff. Some 
other basic category types would be: Regular Full Time, Regular Part Time, and Temporary 
staff. Consultants should not be included on the list as they are not employees. 

 
 Once you have listed the category of employees, you should define each one of them. This 

is important as it clearly shows who is eligible for benefits and who isn’t. It also speaks to 
any overtime payments that the employee might be eligible for (based on the category).  

 

Here are some examples: 

 

Regular, Full-time Staff 

A REGULAR, FULL-TIME employee is an employee who is hired to work and who does 

work a regular schedule of XX standard weekly hours.  

 

Regular, full-time staff is eligible for all Company-sponsored benefits.  

 

Regular, Part-time Staff 

A REGULAR, PART-TIME employee is an employee who is hired to work and who does 

work a regular schedule of less than XX standard weekly hours.  
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Only regular, part-time staff who continuously work XX standard weekly hours or more per 

week are eligible for all Company-sponsored benefits.  

 

C. Employee Referrals  

 Sometimes companies want to reward their employees for making a referral. In those 
cases, this should be stated in the employee manual. If this is something you would like to 
do, or speak to, here is an example of verbiage you can use. 

 
COMPANY’s policy is to hire the person with the highest qualifications and who is the most 

suited to the position opening. COMPANY values the opinions of its employees and gives 

serious consideration to their recommendations during the recruitment and selection 

process. A candidate referred by a COMPANY employee shall be hired only if:  

 

 He or she proves to have superior qualifications to all other applicants and proves to 

be the closest fit to what is needed for the best performance of the position’s 

responsibilities, or  

 

 No other applicant is more qualified, and there are no other equally well qualified 

referrals. 

 

At this point you can state what the referral amount would be and if there are any 

contingencies, such as the person needs to have worked for the COMPANY for a certain 

amount of time. 

 

D. Employment of Relatives  

 It is best practice not to hire close relatives; if you decide that you will allow hiring of close 
relatives, for liability reasons (regardless how well you know the person) you should not 
have relatives work in positions where one would report to the other. It is up to you as to 
how strict you want to be with this policy. 

 
COMPANY’s policy is not to hire anyone who is a close relative of a current employee, 

defined as a spouse, parent, sibling, child, grandparent, parent-in-law, sister-in-law, brother-

in-law, or stepchild. In no case can relatives work in positions where one reports to the 

other, or where it may cause the appearance of collusion or give rise to any perceived or 

actual conflict of interest. 

 
E. Selection process  

 It is important for employees to be aware of the recruiting process to promote 
transparency and to reduce liability as it pertains to recruiting practices. Here is an 
example of a process; however, this should mirror the practices you follow.  

 

COMPANY’s policy is to have several people, who are current COMPANY employees 

involved in the selection process to reduce bias of any one person involved in the 

recruitment panel.  The recruiter should, through evaluation of resumes and supporting 

materials, evaluation of skills testing if appropriate, and interviews, develop a short list of 

candidates. All interviews should be documented, questionnaires signed by the interviewer, 
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and all materials retained on file for one year. Similar questions and tests should be used 

with each candidate during the process so as to ensure consistency and fair treatment of all 

applicants.  

 

F. Verifications, References, and Background Checks  

COMPANY is committed to hiring qualified employees, providing a safe and secure work 

environment, and taking meaningful steps to protect employees, visitors, clients, property, 

funds, and other assets.  

 

Recruiters are encouraged check at least three references provided by an internal or external 

candidate before recommending a new hire. Recruiters should place a written record of at 

least two completed reference checks in each candidate’s recruitment file.  

Also, COMPANY verifies the accuracy of information provided by candidates to 

determine their suitability for employment. COMPANY conducts employment 

background checks on all employees, and employment offers are contingent upon 

satisfactory reference and background checks. COMPANY reserves the right to retract an 

employment offer as well as employment continuation should it be discovered that an 

employee provided false information about his or her background.  

COMPANY will use a third party consumer reporting agency to conduct background 

checks against denied persons, debarred parties, and sanction lists as well as criminal 

record checks. COMPANY will also conduct reference checks with previous employers of 

the candidate to the extent possible.  

If a candidate is denied employment wholly or partly because of information obtained in 

a background check, the candidate will be informed. COMPANY is under no obligation 

to provide the employee specific details of information obtained in the background check 

but reserves the right to submit the information to relevant authorities. In addition, 

reports of falsification of employment-related records and information, including 

altering, misrepresenting, or intentionally omitting material information from 

employment documents, education credentials, or salary and employment history 

verification documents will be thoroughly investigated by COMPANY, may be referred 

to law enforcement, and are grounds for termination or consideration of employment.  

COMPANY reserves the right to conduct random background checks of employees already 

hired by the company. If it is found that an employee’s name appears on a background 

check or on a criminal record check after the employee has already been hired, COMPANY 

shall notify the employee and terminate the employee immediately.  

 

G. Negotiation of Salary and Establishment  

 Like the recruitment practice, this is something you need to think through as far as 

how you want this process to go. This policy should also align with your 

compensation strategy. 

 

COMPANY sets initial salaries based on the knowledge, problem-solving skills, and 

accountability required to perform the job and on similar jobs in the marketplace and within 
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the COMPANY. Employees are paid within a respective grade associated with their position 

description and/or job family, their skills, relevant experience, and overall performance. 

Although each individual’s compensation may vary based on these factors, an employee’s 

annual salary rate will be no less than the minimum of his or her respective pay range.  

 

H. Employment Agreement Extension  
The requirements of a project or the nature of the agreement may sometimes dictate that 

COMPANY extend an employee’s term of employment. When an employee’s employment 

agreement includes a fixed term of employment, notification of employment agreement 

extension shall be both verbal and in writing. Employment agreement extensions shall be 

given through an amendment signed by the CEO, or his or her designee, and the employee. 

This amendment shall contain the new date of termination and any change in assignment or 

terms of reference.  

 

I. Required Documentation Once Hired  

The new employee will be contacted by the Human Resources department and informed of 

the documents required for onboarding. The Human Resources department will review all 

documentation to ensure it has been completed properly and place the documentation in the 

new employee’s file 
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II. COMPANY Policies and Procedures [medium to high priority] 
 

 To start off this section you may want to include a brief paragraph describing the 

work environment at your company. The purpose of this section is to set up 

ground rules for the office and to protect the company; you can be as specific or 

general as you would like. Below are some examples of policies you can include in 

your manual. Remember: these polices need to be a reflection of the company 

culture.  
 

A. Work Hours 

The COMPANY’s work week is from Sunday through Saturday, with the office hours being 

Monday through Friday, 9:00am to 5:30pm.   

 

B. Professional Dress 

COMPANY embraces a business casual environment. When casual clothing is worn, avoid 

wearing clothing that could be deemed as offensive to others or could compromise safety. 

Common sense should apply and appropriate attire should be worn during business 

meetings. 

  

C. General Guidelines on Appropriate Office Decorum 

Basic courtesy and respect for fellow employees and other members of project teams, as well 

as our external clients, is expected of everyone.  

 

Confidentiality of proprietary and sensitive information is an important business protocol. 

Employees are expected to exercise good judgment and to refrain from discussing sensitive 

issues, including security information, salaries and contract values, in or out of the office.  

 
D. Flexible Work Arrangements  

COMPANY supports flexible work arrangements in circumstances that ultimately benefit 

COMPANY while balancing the needs of the staff member. Flexible work arrangements may 

be in the form of varying start and end times or telecommuting on a full-time or part-time 

basis. With the exception of remote staff that COMPANY strategically places in various 

locations, such arrangements are considered a benefit due to the increased costs, unique 

resource allocation, and management challenges that accompany managing remote staff.  

 

An analysis of the flexible work arrangement will be completed by the supervisor before 

such arrangements are approved; the decision to approve the arrangement may be reversed 

at any time at the discretion of COMPANY.  

 

COMPANY may discontinue a flexible work arrangement due to unsatisfactory staff 

productivity and performance, changing business needs, or any other reason. 

 

Flexible and alternative work arrangements may not be available for all positions and are 

approved on a case by case basis depending on business needs, current staffing 

requirements, staff performance, staff adaptability, resource availability, and financial 

analysis.  
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Telecommuting is restricted to limited circumstances and must be approved by the head of 

the staff member’s department and Human Resources.  

 

Any additional costs associated with flexible work arrangements, such as expenses related to 

travel to COMPANY offices are the responsibility of the staff member. 

 

D1. Flextime hours  

Standard working hours for all employees are 9:00 a.m. to 5:30 p.m. With the approval of 

their supervisors, employees may arrange for flextime hours that vary from this schedule.   

 

E. Attendance and Tardiness 

Employees need to inform their immediate supervisors as soon as possible when they are 

not able to report to the office or perform their work assignments. Whenever possible, they 

should make arrangements to have any critical work assignments covered by a colleague 

and ensure the supervisor is aware of work that needs to be completed in their absence. 

Depending on the reason for absence, the employee will be expected to take appropriate 

leave (e.g., sick, annual, compassionate). The employee is expected to inform his or her 

supervisor of such an absence within one hour of the normal work start time. 

 

Tardiness is defined as reporting for work after the normal starting time or leaving before 

regular closing time. Absence from work or lateness of one employee places a burden on 

others and may have an impact on performance. Repeated or chronic tardiness is considered 

a disciplinary issue and will be addressed in the same manner as any other disciplinary 

issue. These steps may include coaching or counseling, verbal warning, written warning, 

and up to and including separation of employment. 

 

F. Unscheduled Office Closure 

There may be instances when there is a delayed opening, the office closes early, or is closed 

for the entire day due to unplanned events that would prevent employees from performing 

their jobs, such as inclement weather, or sustained power failure. During these instances, 

employees who have work that can be performed remotely and the resources available to do 

so, will be paid for the hours worked; otherwise, the employee may use leave or 

compensatory time to cover such events.   

 

In the event of an unscheduled office closure, the TITLE OF POSITION will communicate 

with the team members through email.   

 

G. Property of COMPANY 

The rights (title, copyright, patent, etc.) of any work performed as part of staff’s official 

duties shall be vested in COMPANY. 

 

Employees are responsible for equipment assigned to them to carry out the functions 

of their jobs and are expected to make a reasonable effort to keep equipment secure 

and prevent damages while under their care.   
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Employees may be responsible for the replacement and/or repair of any damage resulting 

from negligence and may be requested to return equipment at any time and at the end of 

their employment or contract with Accion.  

 

COMPANY reserves the right to monitor the use of its electronic resources, including the 

right to override individual passwords or other security techniques.   

 

COMPANY has the right to request passwords or codes used for employment related 

purposes in order to facilitate the organization's access to these technology and information 

resources.   

 

Care and professionalism should be used in preparing and transmitting e-mail or voice mail 

communications. E-mail and voice mail messages may be subject to disclosure in legal 

proceedings. 

 

Confidential or proprietary information should not be transmitted using e-mail or voice mail 

without taking reasonable measures to protect its confidentiality and integrity. 

 

Electronic resources may not be used for illegal activities (e.g., illegal downloading of music 

or movies), activities harmful to the working environment of Accion, or activities in 

contradiction to COMPANY policy. Use of electronic resources for illegal activities may 

result in personal liability for such activities, as well as disciplinary measures taken by 

COMPANY, including involuntary termination. 

 

Employees are strictly prohibited from using any Accion resources, equipment, or facilities 

to engage in any political campaign activity, even outside of working hours.  

 

Use of COMPANY’s e-mail, voice mail, Internet access, and other electronic resources 

represents the staff's acknowledgment of and consent to this policy and Accions' right to 

monitor, as described above. 

 

G.1. Personal Use of Office Equipment 

Although COMPANY discourages personal use of project equipment, it recognizes that 

employees will occasionally need to use these machines, particularly in view of the fact that 

they spend most of their days in project offices. Relying on the honor system and trusting its 

employees, COMPANY policy is to allow very judicious use of this equipment for personal 

purposes.  

 

H. Travel 

The most common types of work-related expenses involve travel. These include per diem, 

ticketing costs, required documentation costs such as visas and passports, and other smaller 

expenses including work-related long distance telephone calls and taxis or other forms of 

ground transportation. All approved expense reports should be cleared in a timely manner. 

Please refer to DEPARTMENT for information. 
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  As a company you will want to decide how you would like to reimburse travel 

expenses (per diem or receipt basis or both). Below is an example of a per diem 

reimbursement policy. Travel expenses can add up fast and so it is important for 

cost containment to establish this practice sooner rather than later. 

  
Per diem. Per diem is a certain amount of money given for daily expenditures for lodging, 

meals, and other incidental expenses. Per diem allowances have two components: lodging 

and meals and incidental expenses. There is a ceiling on expenditures for lodging, and such 

expenses must be supported by original hotel bills and receipts. A fixed amount is given for 

meals and incidental expenses, for which no receipts are required. Per diem rates are 

available on XXXX (a lot of companies use this site: 

http://aoprals.state.gov/Web920/per_diem.asp). 

 
Per diem is paid to all staff on official travel status as a means of providing reasonable 

coverage for their lodging, meals, and incidental expenses for the duration of their stay in 

areas outside their regular workplace, office, or home. Per diem does not compensate for 

additional hours worked, nor should it be considered part of the employee’s income.  

 
Additional expenses. Occasionally, in the course of performing his or her duties or as a 

traveler, an employee may incur other expenses not covered by per diem such as work-

related long distance telephone calls or the use of taxis or other forms of transportation. Such 

expenses must be itemized on an expense report and approved by the employee’s 

supervisor prior to reimbursement. All items on an expense report must be supported by 

original receipts. Taxi fare receipts must show the date of travel, origination and destination 

points, purpose of travel, and amount. In the event that receipts are not available, the 

traveler is responsible for preparing a schedule showing the above information for all taxi 

fares for which a receipt is not available. 

 

In order for an employee to use his or her personal vehicle for work purposes, the employee 

must receive advance approval from his or her supervisor. Once approved, the employee 

will be reimbursed at the current project determined kilometer rates upon approval of a 

submitted expense report. The employee must detail the date, origination, destination, 

mileage, and purpose of such travel.  

 

http://aoprals.state.gov/Web920/per_diem.asp
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III. Employment Practices [high priority] 
 

 Along with Business Conduct, this is one of the most important sections of an 

employee manual as it is a direct representation of a company's values. In order to 

complete this section it is essential that you are aware of the local laws which 

provide protection to protected classes. If you work in a country that does not 

provide any protection to a protected class, or it does not provide certain protected 

classes protection (i.e. does not protect women from discrimination) it is up to you 

as a company to decide what your core values are and set your policies accordingly. 

Below are some examples of these policies. Note: you can always offer protection 

or benefits to employees that go above and beyond local laws; however, you can 

never offer less than what is required without facing stiff penalties. 

 

A. Equal Employment Opportunity 

To further the goal of equal employment opportunity for all current and prospective 

employees, COMPANY  recruits, hires, trains, and promotes people in all job titles without 

regard to race, ethnicity, color, religion, gender, sexual orientation, age, disability, national 

origin, or any other category defined by local laws.  

 

All employment decisions are consistent with the principle of equal employment 

opportunity.  

 

B. Anti-Discrimination and Anti-Harassment Policy 

COMPANY believes in the dignity of its employees and expects every employee to show 

respect for all colleagues, visitors, clients, partners, and vendors. COMPANY is committed 

to providing its employees with a work environment free of unlawful discrimination, 

including harassment on the basis of any legally protected status. Accordingly, the company 

does not tolerate any form of discrimination or harassment. Employees have a responsibility 

to report promptly, through the avenues identified below, any prohibited conduct that they 

experience or witness. 

 

B.1. Sexual Harassment  

Sexual harassment occurring in the workplace or in other settings in which employees may 

find themselves in connection with their employment is not tolerated.  

 

COMPANY takes allegations of sexual harassment seriously. Allegations of such harassment 

will be addressed promptly. Findings of sexual harassment are subject to disciplinary 

proceedings and sanctions, including termination. 

 

COMPANY characterizes “sexual harassment” as: sexual advances; requests for sexual 

favors, with or without accompanying promises, threats, or reciprocal favors or actions; 

verbal or physical conduct of a sexual nature; any display of sexual and explicit pictures, 

greeting cards, articles, books, magazines, photos, or cartoons; lewd or sexually suggestive 

comments; off-color language or jokes of a sexual nature. 

 

B.2. Other forms of Harassment  



Employee Manual Template  16 Month and Year 

Other forms of harassment, including harassment based on race, color, gender, religion, 

national origin, age, marital status, sexual orientation, gender identity, disability, 

military/veteran status, citizenship status, or acts creating an intimidating, hostile, or 

offensive work environment, are unacceptable and are not tolerated.  

 

It is the policy of COMPANY that disrespect by anyone for any reason will not be allowed. If 

a staff member behaves disrespectfully to other staff members or clients, such staff member 

will be disciplined.  

 

B.3. Reporting Harassment 

 If you have an anti-harassment policy it is just as necessary for there to be a 

reporting procedure in place and for employees to be aware of it. To the extent that 

an employee fails to report the harassment as required by the established policy, 

this could be used as a possible defense by the company should legal action be 

initiated by the employee against the company. Of course, once in place the 

company will need to ensure that the policy is carried out and that prompt 

investigations of discrimination or harassment occur. 

 

If a staff member believes that he or she has been subjected to harassment of any kind, he or 

she is encouraged to file a complaint with COMPANY. This may be done in writing or 

verbally. 

 

If a staff member would like to file a complaint, he or she may do so by contacting HR, his or 

her supervisor or a member of the Executive team. Managers are expected to treat any 

observed or reported incident as a very serious violation of COMPANY’s policy.  

 

C. Workplace Violence 

COMPANY is committed to providing a safe and productive work environment for its 

employees that is free from violence. Consequently, COMPANY has a zero-tolerance policy 

toward workplace violence. 

 

For purposes of this policy, workplace violence includes intimidation, threats, harassment, 

bullying, physical attack, and property damage as well as acts of violence committed by 

employees, clients, vendors, relatives, acquaintances, or strangers against anyone on 

company property or in the course of conducting company business. Employees who violate 

this policy will be subject to disciplinary action, up to and including immediate termination 

and removal from the premises at their own expense. 

 

Possession of firearms or other weapons on company premises or in the course of carrying 

out work-related duties is prohibited. Employees who violate this policy will be subject to 

disciplinary action, up to and including immediate termination and removal from the 

premises at their own expense. 

 

All employees are responsible for helping to maintain a violence-free workplace by 

cooperating with and respecting co-workers and others in the course of conducting business. 

Any employee who witnesses or experiences an act or threat of violence should report this 
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act or threat to his or her supervisor or human resources representative. In accordance with 

this policy, all reported threats of violence will be investigated. Depending on the outcome 

of the investigation, appropriate disciplinary action may be taken, up to and including 

termination of employment. 

 

Any employee found to be in violation of this section will be subject to disciplinary action, 

up to and including immediate termination. 

 

D. Drug Free Workplace 

COMPANY strives to provide a drug-free, healthy, safe, and secure work environment. The 

manufacture, distribution, dispensation, possession, or use of a controlled substance is 

prohibited, whether at COMAPANY’s offices or while conducting COMPANY business off 

premises. Employees who violate this policy are subject to disciplinary action, up to and 

including termination.   

 

Employees must report any conviction under a criminal drug statute for violations occurring 

on COMPANY’s premises or while conducting COMPANY business. 

E. Romantic or Intimate Relationships  

 As a smaller company this policy may not seem as relevant; however, it is 

important to establish this policy early on as relationships may develop. 

Regardless of how a company views personal relationships at work, it is never 

good practice for a supervisor and subordinate to have any kind of relationship 

other than a professional one.  

COMPANY recognizes that consensual romantic or intimate relationships may develop in 

the workplace. COMPANY discourages anything other than a professional relationship 

between a supervisor and a subordinate.  

Employees who establish a close personal relationship or marry can continue in their current 

positions as long as a prohibited employment relationship is not created. If any of the 

situations specified above occur, attempts would be made to find another position within 

the office for which one of the employees is qualified for and to which he or she could 

transfer. 

  

All practical efforts would be made to arrange such a transfer at the earliest possible time or 

within two months. If this is not feasible, the impacted employees would be permitted to 

determine which one would resign within a two-month time frame. 

 

F. No Solicitation or Distribution Policy  

 While in many cases this policy may not seem relevant, it is important to include as 

it protects the company from unwanted solicitation. This policy is especially 

important to have in environments where unions are prevalent.  

Solicitation or distribution by a COMPANY employee is not permitted during the working 

time of the employee soliciting or being solicited. Distribution or circulation of literature or 

other materials is also prohibited at all times in work areas. “Working time” refers to the 
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portion of any workday during which an employee is supposed to be performing actual job 

duties. It does not include other, duty-free periods of time.  

Solicitation and distribution by non-employees on COMPANY property is prohibited.  

G. Conflict of Interest 

Employees should avoid any situation that involves or may involve a conflict between their 

personal interest and the interest of COMPANY.  

 

A conflict of interest arises whenever an employee has a personal interest in a proposed 

contract, transaction, or activity to which COMPANY may be a party. An employee shall 

make prompt and full disclosure of any potential conflicts of interest in writing to his or her 

supervisor and HR representative. 

 

A conflict is not necessarily prohibited; it may be resolved with full disclosure, recusal, or 

other means.  
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IV. Standards of Business Conduct [highest priority] 
 

 One of the most important things to do as it pertains to setting up the employee 

manual is to define the company’s Standard of Business Conduct, as this standard 

will drive your policies, culture, and the way you do business. Some examples of 

these would be respect, exercising integrity, and ethical values. Below is a brief 

example of verbiage introducing this portion of the manual.  

 
COMPANY is committed to conducting its business in an ethical and proper manner, in 

accordance with the values and standards of business conduct and in full compliance with 

applicable laws and regulations. COMPANY requires everyone who represents its interests 

to observe all U.S. laws and regulations and the laws of the countries in which they are 

working or traveling while on COMPANY business. Individuals are accountable for their 

actions. Violations of COMPANY’s standards could result in disciplinary action, up to and 

including termination of employment, legal action, or both. 

 

An employee who discovers or is made aware of any potentially unlawful or unethical 

activity related to COMPANY business practices, or activities should report it to his or her 

supervisor, HR representative, or department head using the reporting process XXX. 

Reports may be made directly or anonymously and will be managed and responded to 

promptly. COMPANY prohibits retaliation against anyone who reports a concern or 

cooperates in an investigation. 

 

 An example of a “Standard of Business Conduct” policy is Ethical Expectations. 

Below this example is a list of other common themes covered when discussing 

business conduct. 

 

A. Ethical Expectations  

COMPANY expects the highest standards of ethical business conduct and compliance as 

employees perform their company responsibilities. Employees must not engage in conduct 

or activity that may raise questions as to the company’s honesty, impartiality, or reputation. 

In addition, employees should ask questions, seek guidance, report suspected violations, 

and express concerns regarding compliance with the standards of business conduct and 

related policies.  

 

COMPANY encourages employees to try to resolve routine workplace grievances directly 

when appropriate. If these informal steps do not sufficiently resolve the issue, an employee 

may report it to Human Resources or the Executive committee for further assistance.  Below 

are some examples of topics that can be covered in this section. 

 

 Legal Compliance 

 Fraud and Corruption 

 Responsible Financial Management 

 Confidentiality 

 Openness and Disclosure 

 Acceptance of Gifts 
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 Honoraria 

 Whistleblower Policy and Hotline 

 Reporting and Investigating Business Misconduct Policy  

 Reporting Business Misconduct  

 Anti-Retaliation  

 Investigations and Internal Review Process and Standards 
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V. Communications and Information Systems [medium to high priority] 
 

 The Communications and IT policy is incredibly important for the security of 

company information/assets. Given the prevalence of social media, it is especially 

important to outline the employees responsibility, the employees liability, and 

steps they should take when presenting information to the public to ensure it 

aligns with the company format, logo, and most importantly, mission. In addition, 

the company needs to inform the employees of any monitoring, and the 

expectations with regard to use of IT resources.  

 
A. Online Communications and Social Media Guidelines  

The following guidelines apply to employees creating or contributing to blogs, wikis, social 

networks, virtual worlds, or other social media. COMPANY expects all who participate in 

social media to understand and follow these guidelines.  

A.1. Responsibility  

COMPANY employees are responsible for personal content they publish on blogs, wikis, 

social networking sites, or other forms of user-generated media when the work directly 

references COMPANY. Employees are expected to protect the privacy of COMPANY and its 

employees, clients, and beneficiaries, as well as staff and organizations we work with.  

Before work is published in any public format, the employee must first seek and receive 

approval from the department head, as well as COMPANY’s Communications department, 

which will provide guidance that follows COMPANY media regulations.  

COMPANY expects all employees to use sound, professional judgment when using social 

media and to follow COMPANY’s ethical standards (or standards of business conduct) and 

its technology and communication systems policy. 

A.2. Perception  

All staff must be cognizant that, as COMPANY employees, they represent COMPANY, 

and their actions create perceptions by the public about COMPANY, its clients, and its 

beneficiaries. As such, staff should always act in a professional manner when dealing 

with the public. 

 

A.3. Liability  

Employees are personally responsible for what they post to a blog or publish in any form of 

online social media. Employees can be disciplined or terminated by the company for 

commentary, content, or images that are defamatory, pornographic, proprietary, harassing, 

or libelous; can create a hostile work environment; place other COMPANY staff at a safety 

or security risk; or violate any COMPANY policies. In some circumstances, there may also 

be legal ramifications for employee actions related to posting or publishing content on social 

media.  

B. Confidential and Proprietary Information, Including Business Performance  

Employees are not to disclose or use COMPANY’s confidential or proprietary information 

or that of its employees, clients, or beneficiaries. This includes, but is not limited to, 
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information about trademarks, upcoming projects, new business strategies, sales, 

finances, company strategy, future business performance, business plans, or prospects 

anywhere in the world, and other information that has not been publicly released by 

COMPANY.   

C. Presentations and Publications  

COMPANY encourages its employees to share their knowledge and expertise. By 

sharing information through a public presentation or by contributing to a publication, 

employees can continually contribute to advancing and improving international 

development practices. Employees must coordinate with the Communications 

department to ensure the format, structure, and messaging adheres to current corporate 

standards before presenting or contributing.  

If an employee is to be compensated for a presentation or publication dealing with 

COMPANY’s work, the employee must first obtain the approval of the department head 

who will gain approval from Human Resources.  

 

D. Appropriate Use of Information Technology 

The purpose of this policy is to ensure that the company’s information technology resources 

are used for business purposes consistent with the mission of the company, in accordance 

with company policies, procedures, and contractual obligations, and in compliance with 

applicable laws and regulations. It is intended to protect both the company and users from 

possible liability and to safeguard company assets and information.  

 

D.1. IT policy 

This policy informs users that the tools, applications, and information created and accessed 

from the company’s computer systems are the property of the company, and users should 

have no expectation of privacy on company-owned and company-administered systems.  

Use of company computers, networks, and Internet access is a privilege that may be revoked 

at any time for inappropriate conduct. Users are expected to act responsibly and to respect 

others.  

 

Use that interferes with normal job functions or the ability of users to perform daily job 

activities is considered excessive.  

 

D.2. Monitoring 

COMPANY provides the network, computers, electronic mail and other communications 

devices for use on company business. COMPANY may archive, access, and disclose all data 

or messages stored on its systems or sent over its electronic mail system. The company 

reserves the right to monitor communication and data at any time, with or without notice, to 

ensure that company property is being used for business purposes. The company also 

reserves the right to disclose the contents of messages for any purpose at its sole discretion. 

 

D.3. Retrieval  

Notwithstanding the company’s right to retrieve and read any e-mail messages, such 

messages should be treated as confidential by other users and accessed only by the intended 

recipient. Users are not authorized to retrieve or read any e-mail messages that are not sent 
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to them or to use a password, access a file, or retrieve any stored information unless 

authorized to do so. 

 

D.4. Passwords 

Initial passwords are assigned by the IT department. Users must change their initial 

passwords as soon as possible using the instructions provided by IT staff. The company 

reserves the right to override any employee-selected passwords or codes. Using an open 

system is prohibited. 

 

D.5. Electronic Messaging  

E-mail and other means of electronic communication should be used for appropriate 

business purposes. They should not be used to promote outside commercial ventures; 

religious, social, or political causes; or other non-job-related uses. Employees should avoid 

offensive content, particularly that which refers to a person’s race, religion, age, sexual 

orientation, religious or political beliefs, national origin, or disability.  

 

Business e-mail accounts must be used for business purposes; personal e-mail accounts 

should be used for business purposes only when the business account is inaccessible for 

extended periods.  

 

D.6. Legal Proceedings 

Information sent by users via electronic mail and messaging systems may be archived and 

used in legal proceedings. E-mail messages are considered written communications and are 

potentially subject to subpoena in litigation. The company may inspect the contents of e-mail 

messages in the course of an investigation, will respond to the legal process, and will fulfill 

any legal obligations to third parties. 

 

D.7. Care of Equipment 

Users are responsible for the care and protection against theft or loss of the equipment 

issued to them; further, employees will not deface or physically alter company-provided 

equipment. Users must return all equipment to the company upon completion of the 

assignment for which it is intended, at termination, or at the request of management or IT 

personnel. If the equipment is not returned to the company, the employee will be held 

responsible for the value of the lost or stolen item.  

 

Equipment issued for use at home or other non-business-related locations must be approved 

in advance by the department head and IT department. A record of equipment issued for 

this purpose will be maintained by the IT department.  

 

D.8. Company-Owned Equipment  

Company equipment is meant to be used by authorized personnel for company business 

use. Equipment must not be altered in any way that would compromise the integrity of the 

systems, data, or security protection.  

 

D.9. Internet Use 
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COMPANY reserves the right to monitor how employees use the Internet. COMPANY also 

reserves the right to find and read any data that employees write, send, or receive through 

COMPANY’s online connections or that is stored in COMPANY’s computer systems. 

 

Employees may not write, send, read, or receive data through the Internet that contains 

content that could be considered discriminatory, offensive, obscene, threatening, harassing, 

intimidating, or disruptive to any employee or other person. Examples of unacceptable 

content include sexual comments or images, racial slurs, gender-specific comments, or other 

comments or images that could reasonably offend someone on the basis of race, age, sex, 

religious or political beliefs, national origin, disability, sexual orientation, or any other 

characteristic protected by law of COUNTRY. 

 

The company does not allow the unauthorized use, installation, copying, or distribution of 

copyrighted, trademarked or patented material on the Internet. As a general rule, if an 

employee did not create the material, does not own the rights to it, or has not received 

authorization for its use, he or she may not put the material on the Internet. Employees are 

also responsible for making sure that anyone who sends them material over the Internet has 

the appropriate distribution rights. 

 

All updates will be approved by the IT department and will be tested prior to release to 

ensure there are no adverse effects to systems. Downloading software has the potential to 

spread viruses throughout the network and cause catastrophic damage. Conducting any 

downloads is a violation of this policy.  

 

Employees who use the Internet in a way that violates the law or COMPANY policies will be 

subject to disciplinary action up to and including termination of employment. Employees 

may also be held personally liable for violating this policy.  

 

D.10. Violation of IT policy 

Failure to comply with this policy governing the use of IT equipment may result in 

consequences that could include revocation of user access and privileges, seizure or removal 

of equipment, employee discipline up to and including termination, and possible civil or 

criminal penalties. 
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VI. Employee Administration [medium priority] 
 

 Before completing this section it is best to consult local labor law regarding 

provisions relating to employees access to personnel files as well as retention. If 

local law does not speak to this, it is the company’s choice as to whether or not 

employees should have access to files. If a company does decide to give employees 

access, there should always be restrictions (noted below.) In regard to retaining 

employee files, it is important to follow local labor law as it is both advantageous 

to 1) have a file on hand, or 2) have destroyed the file in question.  

 
A. Recordkeeping 

COMPANY Human Resources maintains a personnel file for each employee. Personnel files 

will contain documentation regarding all aspects of service with COMPANY including 

documentation of performance, salary changes, offer letters, and other employment records.  

 

B. Access to Personnel Files 

Personnel files are the property of COMPANY and access to the information is restricted. 

Generally, only managers and management personnel who have a legitimate reason to 

review information in a file are allowed to do so.  

 

Employees may inspect or request a copy of his or her own personnel file by providing a 

written request to Human Resources and may review their personnel files in the presence of 

Human Resources or a designated manager.  

 

Employee’s may have a copy of anything in their file that they have signed and are free to 

review any document that is not signed by him/her; however, a copy of such a document 

will not be made available to copy. Employees are not allowed to remove anything from the 

personnel file.  

 

If an employee believes that anything in his or her file is irrelevant, inaccurate, or 

incomplete, the employee may submit a written request to Human Resources to make any 

relevant change. Such a request is reviewed by Human Resources and the employee’s 

immediate manager. The employee will be notified of the outcome of the inquiry.  

 

Information from an employee’s file is released only in response to authorized written 

requests.  

 

When COMPANY is required by law to produce records of an employee’s private 

information, every reasonable attempt is made to contact the affected employee prior to 

releasing any information and to protect confidential information not relevant to the inquiry. 

 

C. Timesheets 

Timesheets are documents used for accounting purposes on which employees fill out the 

number of hours worked per day and the type and location of work done. COMPANY’s 

policy is to require all employees worldwide to fill out timesheets, which are the only 

recognized and accepted documents that account for employees’ time. 
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All COMPANY staff must accurately complete timesheets on a daily basis — either at the end 

of each business day or at the beginning of the following business day for the previous day 

worked.  

 

D. Types of Records Maintained 

All new employees must complete all documents listed on the onboarding checklist within 

two weeks of hire. Failure to complete and submit all documents within this time period 

may delay salary payments. 
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VII. Salary Administration [medium to high priority] 
 

 It is advised that a company consults local labor law in regard to pay requirements. 

This includes overtime, frequency of pay, final payment, etc. There are some 

policies in this section that are determined by company policy, i.e. payment 

advances. While this is not best practice, if it is something that the company would 

like to offer, it is within the company’s power to do so. 

 
A. Overtime 

COMPANY’s policy is not to expect, require, or encourage any of its employees to work 

overtime. Under certain circumstances, however, including times of unusually heavy 

activity, employees may need to remain after hours or come in early or on weekends to 

complete an assignment. Should an employee work overtime during the five-day week, the 

salary for the overtime will be calculated at XXX times the hourly rate. 

 

B. Distribution of Salary Payments 

COMPANY makes salary payments to all of its employees on a monthly basis, on the last 

day of each month. All salary payments will be supported by a timesheet submitted by the 

employee and approved by a supervisor.  

 

Unusual circumstances may warrant delayed salary payments on occasion. Any such delays 

will be discussed with the employee before the end of the pay period.  

 

B.1. Method and Currency of Payment 

COMPANY makes salary payments to local-hire employees in local currency. Whenever 

possible, COMPANY will make monthly salary payments in the form of direct deposits to 

each staff member’s bank account.  

 

B.2. Deductions 

COMPANY’s policy is to withhold employee taxes and other social benefits and pay into the 

tax and social benefits system as required by national tax and finance law. Statutory 

deductions are made from employees’ salaries and remitted to the relevant tax authorities in 

accordance with the tax laws and practices in COUNTRY. All tax and other deductions are 

recorded on each employee’s monthly pay slip. 

 

Tax remittances for dual national employees will depend on the individual’s established 

residence. It is the responsibility of all dual nationals to comply with local tax reporting and 

filing requirements. 

 

B.3. Salary Advances 

COMPANY does not make salary advances or loans to its employees. In the strongest terms, 

COMPANY also discourages employees from requesting or giving a loan to a fellow 

employee. Disputes arising from such transactions are grounds for dismissal of all parties 

involved because they generally negatively affect performance and contaminate the work 

environment.  
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B.4. Final Salary Payment 

Final salary for all categories of employees terminated by COMPANY for whatever reason 

— end of assignment, end of project, or for cause — shall be paid to the employee within the 

normal pay cycle, subject to any deductions due to outstanding debts and liabilities that the 

employee is found to owe to COMPANY.  

 

The final salary shall consist of all as yet unpaid amounts due to the employee less all 

deductions, loans, or other amounts due to COMPANY. Unpaid amounts due to the 

employee shall include regular monthly salary and other unreimbursed amounts, including 

those listed on expense reports. Deductions shall be defined per the provisions of this 

manual, plus any unpaid amounts due to COMPANY for use or loss of project equipment 

and assets, long-distance telephone charges, or any other unpaid expenses incurred by the 

employee.  

 

DEPARTMENT NAME shall prepare all final salary payments upon notification by Human 

Resources of an employee’s impending termination.  

 

B.5. Salary Increases  

COMPANY’s policy is to consider giving its employees periodic salary increases. 

These can be annual merit increases designed to recognize and reward achievement 

and contributions to COMPANY. COMPANY’s policy is to reward good 

performance by giving deserving employees annual merit increases as appropriate 

at the completion of the annual performance evaluation process. 
 

 Unless determined by local labor law, this policy is set by the Company and 

usually driven by administrative burden. Because of this, many companies 

establish one time per year (usually the beginning of the calendar year and in 

conjunction with performance evaluations) for salary increases. Some companies 

offer an increase for each individual on that persons’ actual anniversary date; 

however, due to administrative burden, this is not the norm.   
 
In addition to annual merit increases, an employee is also eligible for an increase resulting 

from a promotion or extraordinary performance. The increase will be based on the person’s 

position, current salary, performance, and department budget.  

 

B.6. Other Cost of Living Adjustments 

Periodic adjustments to salary may be made based on quantifiable economic indicators, 

designed to alleviate some of the burdens of high rates of inflation or exchange rate 

distortions.  

 

Cost of living adjustments are normally implemented when such action is taken by the 

government or another similar business.  

 

Short-term professionals and temporary support staff. Short-term professionals and temporary 

support staff are expected to complete the term of their employment at the rate agreed upon 

in their letters of assignment with COMPANY. Within a single assignment, they will not 
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receive an increase. Short-term professionals and temporary support staff may increase their 

rates should they return for another assignment with COMPANY. 

 
C. Incentive Bonuses  

COMPANY may periodically award incentive bonuses to recruit or retain personnel or to 

recognize and motivate exceptional performance. The justification for any bonus under 

this plan must be submitted by the head of the department and approved by the senior 

vice present of human resources and the president/chief executive officer or the executive 

vice president.  

 

Performance bonuses granted under this policy are intended to recognize and provide an 

incentive for exceptional contributions under unusual circumstances. When possible, these 

bonuses should be based on certain measurable achievements, and the details should be 

incorporated into employment letters. Examples of such achievements include significantly 

exceeding performance expectations on a specific assignment or project, award of work, 

successful completion of an assignment, performance of duties typically performed by a 

person in a higher pay grade, or completion of an assignment under difficult conditions.  
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VIII. Performance Management [high priority] 

 

 This section is listed as high priority because performance management directly 

ties into employee engagement. Employees want feedback on performance, and 

want to be rewarded for contributions made. This policy is very specific to a 

company and the company’s culture. There are different ways to administer 

performance management: annual feedback, quarterly feedback, and bi-annual, 

etc. It should be noted that many companies are moving away from the formal 

process and are doing away with ratings, focusing more on 1) frequent 

conversations, 2) coaching in the moment, and 3) achieving set goals.  

 

 This section is also important as it can assist when handling “poor performance”. 

 

 The probationary period is included in this section as it is important to give 

feedback to a new employee in a timely manner to ensure that individual is on 

track. The probationary period is usually determined by local labor law. 

 

A. Performance Evaluation (Probationary and Annual) 

COMPANY requires supervisors to conduct written and oral performance evaluations at the 

end of an employee’s three- month probationary period and annually thereafter. Again, you 

can do this where everyone does it at the same time, or on each individual’s anniversary 

date.  

 

B. Probation 

All employees are subject to a probationary period of three months, during which if 

COMPANY is not satisfied with the employee’s performance, COMPANY may elect to end 

the employment relationship entirely.  No severance pay shall be payable to an employee 

who has been terminated during the probationary period.  

 

Labor Law allows for a probationary period, which is a specified period of time at the 

beginning of employment during which either party may terminate the employment 

contract for any reason. COMPANY’s policy is that all employees are hired with a three-

month probation period. Clear guidelines are detailed in the manual as to what constitutes 

unsatisfactory performance that is grounds for termination during the probationary period. 

 

During the probationary period, the new employee is expected to demonstrate the 

following: 

 

 Ability to meet the required standards of the position and employee code of conduct 

 Ability to meet expectations established for the job at the beginning of employment 

and set by the supervisor 

 Ability to work agreeably with other personnel, clients, and the public 

 Ability to conform to the basic terms and conditions of employment as stated in the 

employee manual  

 Ability and willingness to work on assigned tasks and to make extra effort when 

required 
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Near the conclusion of the probation period, the supervisor will meet with the employee to 

discuss the adequacy of the employee’s performance. The supervisor can recommend either 

continued employment or termination of the employee in question to Human Resources.  

 

C. Annual Performance Evaluation Process 

COMPANY’s policy is to conduct annual performance reviews for all employees, by DATE 

each calendar year. The annual performance evaluation process is determined by Human 

Resources and will be shared with staff prior to the start of the process.  
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IX. End of Employment [high priority] 
 

 Before completing this section it is best to consult local labor law. Termination of 

employment must always follow local law requirements, whether it is voluntary or 

involuntary termination of employment.   

 
A. Termination of Employment 

Termination of employment is the final, permanent, and irrevocable severance of the 

employment relationship between employer and employee. All but immediate termination 

for cause requires a 30-day period written notice. No notice needs be given if the employee 

is probationary, when the last day of employment is the same as the last day of the contract, 

or both. This may occur for a variety of reasons and may be initiated by either the employer 

or the employee. Different types of termination of employment require different policies, 

although the procedures tend to be routine and more or less similar except for a few added 

procedures in cases of involuntary termination for cause, as discussed below. Payments for 

termination will comply with local law. 

 

A.1. Voluntary Termination 

Voluntary termination is the decision by an employee to sever his or her employment 

relationship with COMPANY by resigning prior to the conclusion of the term of 

employment specified in his/her employment agreement. The employee is encouraged to 

give 30 days’ written notice. Voluntary terminations may occur for a number of reasons, 

including changes in personal circumstances, dissatisfaction with work, increased job 

security, or alternative opportunities elsewhere. COMPANY’s policy is to discourage 

terminations to the extent feasible by creating an enjoyable and rewarding employment 

environment and by attempting to resolve problems as quickly as possible. However, 

COMPANY will not alter its policies to retain employees, for example by matching salary 

offers from other firms. 

 

A.2. Assignment, Project Completion, or both 

Given the nature of the consulting industry, personnel are hired to carry out specified tasks 

within a designated period. Once an employment agreement has concluded, no 

compensation will be provided for additional work.  

 

A.3. Termination Due to Unforeseen Circumstances 

At times, termination is necessary due to causes beyond either COMPANY’s or the 

employee’s control. Unforeseen circumstances arise for a wide variety of reasons, including: 

 

 Reorganization of the company that affect the employee’s suitability for the new 

position description 

 

 Reduction in force 

 

COMPANY’s policy is to give its employees 30 days’ notice when circumstances permit.  
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COMPANY will pay severance to each project employee in accordance with the laws of 

COUNTRY. 

 

A.4. Disciplinary Action 

 

 Documenting a progressive disciplinary process in the policy manual can be 

binding. By including this policy, the company is guaranteeing employees this 

process should there be a need for disciplinary action. It is very important that the 

company only include what is required by law, and what the company is 

committed to do every single time. If the company follows an “at-will” policy, it is 

also important that this section does not over ride that policy. 

 

Two main categories of behavior require disciplinary actions, and the complete process is 

described below in section A.5. COMPANY reserves the right to use all, none, or any 

combination of these steps to address unsatisfactory job performance, including termination. 

Per local standards, COMPANY may terminate the relationship at any time regardless of 

whether the progressive actions were taken. 

 

a. Unsatisfactory job performance. Disciplinary actions for unsatisfactory job performance 

are intended to address performance deficiencies by notifying the employee and 

allowing him or her opportunity to improve performance. A supervisor may apply 

the following progressive actions: verbal warning, written warning, performance 

improvement plan, and termination. Disciplinary actions for unsatisfactory job 

performance do not require prior warnings for the same type of performance 

problem.  

 

b. Unacceptable conduct and grossly negligent job performance. Disciplinary actions for 

unacceptable personal conduct are intended to address violations of COMPANY’s 

standards of conduct and other misconduct (see Standards of Business Conduct). 

Grossly negligent job performance occurs when an employee fails to perform his or 

her job responsibilities in an acceptable manner, and that failure results in reasonably 

foreseeable loss of or damage to company or project property, substantial increase in 

potential liability for the company or project, loss of revenue or funds, other harm to 

the company, or some combination of these; creates an unfavorable impact on the 

company’s reputation, including disparaging COMPANY staff; or causes danger or 

increased risk. After consulting with Human Resources, a supervisor may apply the 

following progressive actions: written warning or termination.  

 

A.5. Involuntary Termination for Cause 

 

 In many countries, local law will dictate when a company is able to terminate for 

cause. 

 

Involuntary termination for cause is initiated by the employer for a variety of reasons 

including failure to perform, a significant drop in the quality of performance, dereliction of 

duties, excessive unapproved absence, willful misuse of company property, gross 
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misconduct, use of a controlled substances on the job, or otherwise damaging the interests of 

the company. COMPANY’s general policy is not to take such terminations lightly and to 

document the process through performance evaluations and disciplinary action in 

accordance with local labor law. Engaging in illegal or unethical activities, whether during 

or outside of hours of employment, is grounds for involuntary termination for cause. 

 

A.6. Dismissal Without Notice 

Certain offenses, including those listed below, are so serious that they may warrant 

summary dismissal (termination of contract), suspension (that is, dismissal from active work 

without notice or pay), elimination of the employees’ position or a temporary reduction in 

the number of workers, or some combination of these.  

 
The following acts and any other instance of gross misconduct or negligence of duty may 

make an employee eligible for dismissal without notice: 

 

 Theft, fraud, unauthorized possession, removal or transfer of company or another 

employee’s property from company premises 

 

 Violent moods that could result in grievous bodily harm to other employees or 

threatens the safety of human life or company property 

 

 Carrying illegal firearms or other dangerous weapons on company premises 

 

 Willful damage to company or private property within company premises 

 

 Refusal to carry out a lawful or reasonable instruction of a superior, or inciting other 

employees to do so, when this falls within the conditions of employment or in an 

emergency 

 

 Conviction for a crime involving dishonesty or fraud 

 

 Deliberate misuse or abuse of time sheets, petty cash, expense reports, receipts, or 

invoices 

 

 Sexual or general harassment  

 

 Soliciting, giving, or accepting bribes 

 

 In general, any act that would be considered a felony under COUNTRY law, and for 

which there is indisputable evidence. 

 

B. Severance and Service Payments 

COMPANY will pay severance to each employee in accordance with the laws of COUNTRY. 

According to COMPANY’s practice, no severance will be paid if the employment agreement 

has been completed in accordance with the employment agreement’s termination date. 
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This assistance or provision of severance to employees shall vary according to duration of 

service.  

 
If employment is terminated due to failure to successfully complete a probationary period, 

because of poor performance (after repeated disciplinary warnings), or inappropriate 

conduct or behavior, or if the employment terminates as result of completion of the duration 

of the contract, employment assistance or severance shall not be paid.  

 

C. Grievances and Right of Appeal 

 

 Some companies will include a policy regarding grievances and right of appeal in 

an effort to resolve all conflict internally.  

 

Although COMPANY makes every reasonable effort to provide as pleasant and satisfying a 

work environment as possible, in any company there will inevitably be occasions of 

employee dissatisfaction. COMPANY will make every effort to redress wrongs and resolve 

problems, and attempts to provide a clear explanation when management is unable to act 

for reasons beyond its control. To this end, COMPANY has set up an internal dispute 

resolution mechanism in case of complaints. In addition, COMPANY provides its employees 

with channels of communication with management through an open-door policy and more 

formalized procedures for voicing grievances and appeals.  

 

C.1. Response to Claim of Wrongful Termination 

If a terminated employee believes that he or she has been wrongfully terminated, 

COMPANY follows the labor law and will work to settle the dispute between itself and the 

employee. You would then want to include the steps the person could take if an agreement 

was not reached (i.e. an arbitration panel, etc.) 
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Annex A - Benefits  
 

 Many companies will list the benefits in the manual. For this sake of this exercise, 

the benefit portion has been listed in an Annex, as this is also a viable option. The 

upside to having an “Annex” list the benefits, as it can be easier to update the 

benefits portion. It also gives the option of having different benefits for different 

types of employees or countries (if the manual is a Global employee manual.) 

 

 A local labor lawyer should be consulted before completing the benefits portion as 

many benefits are offered through the local social scheme, or are required to be 

offered by the company itself. Once this criterion has been met, a company should 

consider its total compensation strategy and culture as to what benefits should be 

offered. The benefits of a company are often a reflection of that company’s values. 

 

 Listed below are some of the most common benefits offered to employees. 

 
      
Health & Dental Insurance 

Life Insurance  

Retirement 

13th Month Bonus 

Training (Company and Conference) 

Language Training 

Leave 

 Annual Leave 

 Sick Leave 

 Leave Without Pay 

 Maternity Leave  

 Paternal Leave 

 Jury Duty 

 Compassionate Leave 

Relocation 

 Local   

 International 

Workers Compensation Insurance 

Travelers Insurance 
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Annex B – Holidays 
 

 Including the holidays in an Annex is an easy way to ensure all employees know 

where to find the holidays for that specific year.  

 

 
Year 

 

The following holidays will be observed by COMPANY. 

 

 

Date                                              Holiday 

 

 
 
 
  
 


