Employee handbook template (educational sample)

EMPLOYEE HANDBOOK
Company Name: __________
Effective Date: _________

1. Welcome and Company Mission

Welcome to our company. We are committed to delivering quality construction services while maintaining safety, integrity, and professionalism. This handbook outlines policies and expectations that guide our workforce.

2. Employment Relationship

Employment is at-will unless otherwise specified by written agreement. Either the employee or the company may terminate employment at any time, subject to applicable laws.

3. Equal Employment Opportunity

The company provides equal employment opportunities without regard to race, color, religion, sex, national origin, age, disability, or any other protected status under federal or state law.

4. Work Hours and Attendance

Standard working hours are ______.
Employees must report absences and delays to supervisors promptly.




5. Compensation and Overtime

Compensation is structured according to role and classification. Overtime will be paid in accordance with federal and state wage laws.

6. Workplace Safety

All employees must comply with company safety policies and OSHA regulations. Personal protective equipment must be worn when required.

7. Drug and Alcohol Policy

The company maintains a drug-free workplace. Employees may be subject to testing in accordance with applicable law.

8. Conduct Standards

Employees are expected to act professionally, respect coworkers, and protect company property.

9. Use of Company Equipment

Equipment must be used responsibly and only for authorized purposes.

10.  Disciplinary Policy

Violations of company policies may result in disciplinary action, up to and including termination.



11.  Complaint Procedure

Employees are encouraged to report concerns regarding safety, harassment, or workplace misconduct.

Employee Acknowledgment

I acknowledge receipt of this Employee Handbook and understand that it does not constitute a contract of employment.

Employee Name: _________
Signature: ___________
Date: ___________
