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Introduction:

● Welcome Message from Company Leadership
● Purpose of the Employee Handbook
● Disclaimer (e.g., The handbook is not a contract, policies subject to change)
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● New Employee Orientation
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● Workplace Safety
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● Payroll Information
● Benefits Overview
● Leave Policies (Vacation, Sick Leave, Holidays)
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 Performance and Development
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 Leaving the Company
● Resignation Process
● Termination Process
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 Employee Resources
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● Forms and Documents
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 Acknowledgment and Agreement
● Employee Signature and Date
● Supervisor/Manager Signature and Date
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