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Employee Handbook

Simplified version

1. Welcome Message

Welcome to [Company Name]! We are excited to have you join our team. This

Employee Handbook outlines our policies, expectations, and benefits to help you

succeed in your role.

2. Company Mission and Values

[Company Name] is dedicated to providing excellent service, promoting a respectful

and inclusive workplace, and fostering professional development.

3. At-Will Employment

Employment at [Company Name] is 'at-will.' This means that either the Company or

the employee may terminate the employment relationship at any time, with or

without cause or advance notice, subject to applicable law.

4. Equal Employment Opportunity

We are an equal opportunity employer. Employment decisions are based on merit,

qualifications, and business needs. We do not discriminate based on race, color,

religion, sex, gender identity, sexual orientation, national origin, age, disability,

genetic information, marital status, or any other status protected by law.

5. Disability Accommodation

[Company Name] complies with the Americans with Disabilities Act (ADA) and the

California Fair Employment and Housing Act (FEHA) to ensure reasonable

accommodations for qualified individuals with disabilities.
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6. Anti-Harassment and Complaint Procedure

Harassment of any kind is strictly prohibited. This includes sexual harassment, as

well as harassment based on any protected characteristic. Employees may report

concerns to their supervisor, Human Resources, or anonymously through the

complaint hotline. All complaints will be investigated promptly and thoroughly.

7. Employment Classification

Employees are classified as Exempt or Non-Exempt under the Fair Labor Standards

Act (FLSA) and California law. Classification affects eligibility for overtime pay and

certain benefits.

8. Timekeeping and Payroll

Employees must accurately record their work hours using the Company’s

timekeeping system. Pay periods are bi-weekly, with paydays occurring every other

Friday. Deductions may be made as required by law or authorized in writing by the

employee.

9. Meal and Rest Periods

Non-exempt employees are entitled to an unpaid, uninterrupted 30-minute meal

break if working more than 5 hours per day and a second meal break if working

more than 10 hours. Rest breaks of 10 minutes are provided for every 4 hours

worked or major fraction thereof.

10. Overtime

Non-exempt employees will be paid 1.5 times their regular rate for hours worked

over 8 in a day or 40 in a week, and double time for hours over 12 in a day, in

accordance with California law.

11. Paid Sick Leave

Employees accrue paid sick leave at 1 hour for every 30 hours worked, up to a cap of

48 hours. Sick leave can be used for personal illness, family care, or preventive care.



MEDI CONSULTING Free Template

For reference only. Not intended as legal advice.

12. Paid Time Off (PTO) and Holidays

[Company Name] provides PTO for vacation, personal days, and holidays. The

accrual and use of PTO is subject to Company policy. The Company observes the

following paid holidays: [List Holidays Here].

13. Leaves of Absence

Eligible employees may request leaves of absence for medical reasons, family care,

jury duty, military service, or other reasons provided by law, including FMLA, CFRA,

and Pregnancy Disability Leave (PDL).

14. RemoteWork and Flexible Scheduling

Remote work arrangements may be approved at management’s discretion.

Employees are expected to maintain productivity and comply with all Company

policies while working remotely.

15. Workplace Conduct

Employees must maintain professionalism, punctuality, respect for colleagues and

customers, and compliance with all policies.

16. Workplace Safety

We are committed to providing a safe and healthy work environment. Employees

are expected to comply with all health and safety policies and report hazards or

injuries immediately.

17. Use of Company Property and Technology

Employees are expected to use Company equipment and technology resources

responsibly and only for business-related purposes. Personal use is limited and

must not interfere with work duties.
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18. Confidentiality and Data Protection

Employees must not disclose or misuse confidential or proprietary Company

information during or after employment. This includes customer data, trade secrets,

and financial information.

19. Drug-FreeWorkplace

[Company Name] is a drug-free workplace. Use, possession, or being under the

influence of illegal drugs or alcohol on Company premises is prohibited.

20. Separation of Employment

Employees who resign are encouraged to provide at least two weeks’ notice. Final

pay will be provided in compliance with California law. Exit interviews may be

conducted.

21. Employee Acknowledgment

I acknowledge that I have received, read, and understand the Employee Handbook. I

agree to comply with all Company policies and procedures as outlined herein.

Employee Name: ______________________

Signature: ___________________________

Date: ________________________________
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