EMPLOYEE HANDBOOK

Company Name; Employee Name:

Welcome Statement:

Welcome to our company. This Employee Handbook is designed to acquaint you with the policies, procedures, and
benefits that govern your employment. Please read and understand its contents as it forms part of your employment
agreement.

1. Employment Policies and Practices

Our company is committed to providing equal employment opportunities without discrimination or harassment based
on race, color, religion, sex, national origin, age, disability, genetic information, or any other status protected by
applicable law. Employment decisions are based solely on merit, qualifications, and business needs.

2. Code of Conduct and Ethics

Employees are expected to conduct themselvesin a professional, ethical, and lawful manner at all times. Thisincludes
respecting the rights of others, maintaining confidentiality, avoiding conflicts of interest, and complying with all
company policies and applicable laws. Violations may result in disciplinary action, up to and including termination.

3. Work Hoursand Attendance

Standard work hours, attendance expectations, and procedures for reporting absences or tardiness are detailed herein.
Employees are responsible for adhering to their scheduled hours and notifying supervisors promptly of any deviations.

4. Compensation and Benefits

Details regarding salary, pay periods, overtime eligibility, and employee benefits are provided as a general overview.
Specific benefit plans, eligibility criteria, and enrollment procedures are available through the Human Resources
department.

5. Employee L eaves and Time Off

The company provides various leaves including but not limited to vacation, sick leave, family and medical leave, and
other statutory leaves in accordance with federal and state law. Requests must comply with applicable policies and
procedures.

6. Workplace Safety and Health

The company is committed to providing a safe and healthy work environment. Employees must comply with all safety
rules, report unsafe conditions or incidents immediately, and participate in safety training programs.

7. Use of Company Property and Technology



Company property, including technology resources, must be used for legitimate business purposes only. Persona use
should be limited and must not interfere with job performance. Unauthorized use, duplication, or distribution of
company resourcesis prohibited.

8. Confidentiality and Privacy

Employees must maintain the confidentiality of proprietary and sensitive information obtained through employment.
Disclosure or misuse of confidential information may result in disciplinary action and legal consequences.

9. Anti-Harassment and Non-Discrimination

The company prohibits harassment and discrimination of any kind. Employees are encouraged to report any incidents
without fear of retaliation. Complaints will be investigated promptly and confidentially to the extent possible.

10. Discipline and Termination

Violation of company policies or unsatisfactory performance may result in disciplinary measures including warnings,
suspension, or termination. Employment is at-will unless otherwise specified in awritten agreement.

11. Employee Acknowledgment

By continuing employment, employees acknowledge receipt of this Handbook and agree to abide by itsterms. The
company reserves the right to modify policies at any time, with or without notice, except where prohibited by law.
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