
Ashton Consulting prepared this Sample Employee Manual

as a starting point for you to

customize an EMPLOYEE MANUAL for your company.

The topics have been organized and the basic policies written.  You can easily customize this manual by adding information about your company, such as your vacation policy, insurance policy, etc.  Also included are suggestions and examples to give you additional information and help you determine your company’s policies.   

· The comments in [brackets] are prompts for you to customize the Employee Manual for your company.  As you insert your company's information, delete the brackets.  

· The italicized comments in (parentheses) are instructions for you while customizing the document.  Delete the italicized comments and parentheses before distributing the Manual to your employees.  

· These instructions are not intended to be a part of your customized Employee Manual.  You should delete this page before printing your customized Employee Manual.

Take Note:

The contents of this manual meet the requirements of the Ontario Employment Standards Act for regular employees. Exceptions apply for some categories of employees such as Farm Workers, Harvesters, and Near Farmers.

Farm Workers
Work directly related to primary production (planting crops, cultivating, pruning, feeding & caring for livestock) of certain agricultural products

Harvesters
Harvest or bring in crops of fruit, vegetable, or tobacco

Near Farmers
Employment related to the growing of flowers, trees, shrubs, sod; breeding & boarding of horses; or the keeping of fur bearing animals
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Created / Revised [insert date here]
TABLE OF CONTENTS
(Page numbers can be added once the document is complete)
SECTION 1 - INTRODUCTION
Who We Are

Our Vision

Our Mission

Organizational Chart

Changes in Policy

Employment Applications

SECTION 2 - DEFINITIONS OF EMPLOYEE STATUS

“Employees” Defined

SECTION 3 - EMPLOYMENT POLICIES

Non-Discrimination

New Employee Orientation

Probationary Period for New Employees

Hours

Lunch Periods

Break Periods

Personnel Files

Personnel Data Changes

Inclement Weather/Emergency Closings

Performance Review and Planning Sessions

Corrective Action

Employment Termination

References

Safety

Health Related Issues

Supplies; Expenditures; Obligating the Company

SECTION 4 - STANDARDS OF CONDUCT

Attendance/Punctuality

Absence Without Notice

Harassment, including Sexual Harassment

Public Image

Social Networking

Netiquette 

Substance Abuse

SECTION 5 - WAGE AND SALARY POLICIES

Wage or Salary Increases

Timekeeping

Overtime

Paydays
SECTION 6 - BENEFITS AND SERVICES

Insurance

Vacation

Record Keeping

Holidays

SECTION 1

INTRODUCTION

This Manual is designed to acquaint you with [Company Name] and provide you with information about working conditions, benefits, and policies affecting your employment.

The information contained in this Manual applies to all employees of [Company Name].  Following the policies described in this Manual is considered a condition of continued employment.  However, nothing in this Manual alters an employee’s status.  The contents of this Manual shall not constitute nor be construed as a promise of employment or as a contract between the Company and any of its employees.  The Manual is a summary of our policies, which are presented here only as a matter of information.

You are responsible for reading, understanding, and complying with the provisions of this Manual.  Our objective is to provide you with a work environment that is constructive to both personal and professional growth.

WHO WE ARE
[Insert a paragraph with information about the organization]


OUR VISION
[Insert Vision Statement here] (A Vision Statement is a short powerful sentence that expresses the ultimate aim of the organization. Where do you want to go?) Example: Westin Hotels and its people will be regarded as the best and most sought after hotel and resort management group in North America. OR Heinz – The World’s Premier Food Company, Offering Nutritious, Superior Tasting Foods to People Everywhere OR Kraft – Helping People Around the World Live & Eat Better

OUR MISSION
[Insert Mission Statement here.] (A Mission Statement identifies the organization’s purpose] Examples: Google – To Organize the world’s information and make it universally accessible and useful. OR Starbucks – Establish Starbucks as the premier purveyor of the finest coffee in the world while maintaining our uncompromising principles while we grow.)
OUR ORGANIZATIONAL 
[Insert Organizational Chart here] Example:



[image: image1]


CHANGES IN POLICY

This Manual supersedes all previous employee manuals and memos that may have been issued from time to time on subjects covered in this Manual.

However, since our business and our organization are subject to change, we reserve the right to interpret, change, suspend, cancel, or dispute with or without notice all or any part of our policies, procedures, and benefits at any time.  We will notify all employees of these changes.  Changes will be effective on the dates determined by the Company, and after those dates all superseded policies will be null.

No individual supervisor or manager has the authority to change policies at any time.  If you are uncertain about any policy or procedure, speak with your direct supervisor.

EMPLOYMENT APPLICATIONS

We rely upon the accuracy of information contained in the employment application and the accuracy of other data presented throughout the hiring process and employment.  Any misrepresentations, falsifications, or material omissions in any of this information or data may result in exclusion of the individual from further consideration for employment or, if the person has been hired, termination of employment.


SECTION 2

DEFINITIONS OF EMPLOYEES STATUS

“EMPLOYEES” DEFINED

An “employee” of [Company Name] is a person who regularly works for [Company Name] on a wage or salary basis.  “Employees” may include management, hourly, regular full-time, regular part-time, temporary and casual persons who are subject to the control and direction of [Company Name] in the performance of their duties.

MANAGEMENT: 
Employees whose positions meet specific criteria established by the Ontario Employment Standards Act and who are exempt from overtime pay requirements.  

HOURLY: 
Employees who are paid on an hourly bases and who are eligible for overtime pay.
FULL-TIME:
Employees who have completed the [??-day] probationary period and who are regularly scheduled to work [??] or more hours per week.  

PART-TIME:
Employees who have completed the [??-day] probationary period and who are regularly scheduled to work less than [??] hours per week

TEMPORARY:
Employees who work for a definite period of time, either full-time or part-time. They are told in advance the period of employment and under what conditions it may be terminated.

CASUAL:
Employees who work intermittently, as they choose, when the opportunity is offered.

SECTION 3

EMPLOYMENT POLICIES

NON-DISCRIMINATION
In order to provide equal employment and advancement opportunities to all individuals, employment decisions at [Company Name] will be based on merit, qualifications, and abilities.  [Company Name] does not discriminate in employment opportunities or practices because of race, color, religion, sex, national origin, age, disability or any other protected grounds as stated in the Ontario Human Rights Code.
[Company Name] will make reasonable accommodations for qualified individuals with known disabilities unless doing so would result in an undue hardship.  This policy governs all aspects of employment, including selection, job assignment, compensation, discipline, termination, and access to benefits and training.

Employees with questions or concerns about discrimination in the workplace are encouraged to bring these issues to the attention of their supervisor.  Employees can raise concerns and make reports without fear of reprisal.  Anyone found to be engaging in unlawful discrimination will be subject to disciplinary action, up to and including termination of employment.

NEW EMPLOYEE ORIENTATION

Orientation is a formal welcoming process that is designed to make the new employee feel comfortable, informed about the company, and prepared for their position.  New employee orientation includes an overview of the company history, an explanation of the company core values, vision, and mission; and company goals and objectives.  In addition, the new employee will be given an overview of benefits, tax, and legal issues, and complete any necessary paperwork.

Employees are presented with all codes, keys, and procedures needed to navigate within the workplace.  The new employee’s supervisor will introduce the new hire to staff throughout the company, review their job description and scope of position, explain the company’s evaluation procedures, and help the new employee get started on specific functions. 

PROBATIONARY PERIOD FOR NEW EMPLOYEES

The probationary period for regular full-time and regular part-time employees lasts up to [?? days] from date of hire.  During this time, employees have the opportunity to evaluate our Company as a place to work and management has its first opportunity to evaluate the employee.  During this introductory period, both the employee and the Company have the right to terminate employment without advance notice.

Upon satisfactory completion of the probationary period, a review will be given and benefits will begin as appropriate.  All employees, regardless of classification or length of service, are expected to meet and maintain Company standards for job performance and behavior (See Section 4, Standards of Conduct).

HOURS

[Company Name] is open for business from [XX a.m. to XX p.m. Day of Week through Day of Week]; except for Holidays (See Section 6, Holidays).

The standard workweek is [??] hours of work (see Section 5, Overtime).  In the computation of various employee benefits, the employee workweek is considered to begin on [Sunday (starting at 12:01 a.m.) through Saturday (ending at 12:00 a.m.)].
LUNCH PERIODS

Employees are allowed a [one hour] lunch break.  Lunch breaks generally are taken between the hours of [11 a.m. and 2:00 p.m.] on a staggered schedule so that your absence does not create a problem for co-workers or clients. (An employee must not work for more than five hours in a row without getting a 30-minute eating period free from work. However, you and your employee can agree that the eating period can be split into two periods within every five consecutive hours. Together, these periods must total a minimum of 30 minutes.)
BREAK PERIODS

[Company Name does not provide for employees to break during activities except for the above outlined lunch period.]

(Or write:)

[Company Name provides for employees to break during activities at the following times: (fill in appropriate times here.)
If employees have unexpected personal business to take care of, they must notify their direct supervisor to discuss time away from work and make provisions as necessary.  Personal business should be conducted on the employee’s own time.

Employees who do not adhere to the break policy will be subject to corrective action.
PERSONNEL FILES

Employee personnel files include the following: [job application, job description, résumé, records of participation in training events, salary history, records of disciplinary action and documents related to employee performance reviews, coaching, and mentoring.]
Personnel files are the property of [Company Name], and access to the information is restricted.  Management personnel of [Company Name] who have a legitimate reason to review the file are allowed to do so.

Employees who wish to review their own file should contact their supervisor.  With reasonable advance notice, the employee may review his/her personnel file in Company’s office and in the presence of their supervisor.
PERSONNEL DATA CHANGES

It is the responsibility of each employee to promptly notify their supervisor of any changes in personnel data such as:

· Mailing address,

· Telephone numbers,

· [Name & number of dependents], and

· Individuals to be contacted in the event of an emergency.

An employee’s personnel data should be accurate and current at all times.   

INCLEMENT WEATHER/EMERGENCY CLOSINGS

At times, emergencies such as severe weather, fires, or power failures can disrupt company operations.  The decision to close will be made by [Insert appropriate person]. 

When the decision is made to close the office, employees will receive official notification from their supervisors.

Time off from scheduled work due to emergency closings will be unpaid for all employees.  However, if employees would like to be paid, they are permitted to use vacation time if it is available to them.

EMPLOYEE PERFORMANCE REVIEW AND PLANNING SESSIONS

Supervisors will conduct performance reviews and planning sessions with all regular full-time and regular part-time employees after [?? months] of service.  Supervisors may conduct informal performance reviews and planning sessions more often if they choose. 

Performance reviews and planning sessions are designed for the supervisor and the employee to discuss his/her current job tasks, encourage and recognize attributes, and discuss positive, purposeful approaches for meeting work-related goals.  Together, employee and supervisor discuss ways in which the employee can accomplish goals or learn new skills.  The planning sessions are designed for the employee and his/her supervisor to make and agree on new goals, skills, and areas for improvement.  

CORRECTIVE ACTION

 [Company Name] holds each of its employees to certain work rules and standards of conduct (see Section 4).  When an employee deviates from these rules and standards, [Company Name] expects the employee’s supervisor to take corrective action.

Corrective action at [Company Name] is progressive.  That is, the action taken in response to a rule infraction or violation of standards typically follows a pattern increasing in seriousness until the infraction or violation is corrected.  

The usual sequence of corrective actions includes a verbal warning, a written warning, probation, and finally termination of employment.  In deciding which initial corrective action would be appropriate, a supervisor will consider the seriousness of the infraction, the circumstances surrounding the matter, and the employee’s previous record.

Though committed to a progressive approach to corrective action, [Company Name] considers certain rule infractions and violations of standards as grounds for immediate termination of employment.  These include but are not limited to: theft in any form, insubordinate behavior, vandalism or destruction of company property, being on company property during non-business hours, the use of company equipment and/or company vehicles without prior authorization, untruthfulness about personal work history, skills, or training, divulging Company business practices, and misrepresentations of [Company Name] to a customer, a prospective customer, the general public, or an employee.

EMPLOYMENT TERMINATION

Termination of employment is an inevitable part of personnel activity within any organization, and many of the reasons for termination are routine.  Below are a few examples of some of the most common circumstances under which employment is terminated:

· Resignation – voluntary employment termination initiated by an employee.

· Termination – involuntary employment termination initiated by [Company Name].

· Layoff – involuntary employment termination initiated by [Company Name] for non-disciplinary



   reasons.

When an employee intends to terminate his/her employment with [Company Name], he/she shall give [Company Name] at least [two (2) weeks] written notice.  

Any employee who terminates employment with [Company Name] shall return all files, records, keys, and any other materials that are property of [Company Name].  No final settlement of an employee’s pay will be made until all items are returned in appropriate condition.  The cost of replacing non-returned items will be deducted from the employee’s final paycheck.  Furthermore, any outstanding financial obligations owed to [Company Name] will also be deducted from the employee’s final paycheck.  

REFERENCES
All inquiries regarding current or former employees of [Company Name] must be referred to [Insert appropriate person]
Should an employee receive a written request for a reference, he/she should refer the request to [Insert appropriate person] for handling.  No [Company Name] employee may issue a reference letter to any current or former employee without the permission of [Insert appropriate person].

Under no circumstances should any [Company Name] employee release any information about any current or former employee over the telephone.  All telephone inquiries regarding any current or former employee must be referred to [Insert appropriate person]
In response to an outside request for information regarding a current or former employee, [Insert appropriate person] will furnish or verify only an employee's name, dates of employment, job title and department.  No other data or information regarding any current or former [Company Name] employee, or his/her employment with [Company Name], will be furnished. 
(Providing references over and above dates of employment & job description presents a dilemma. You may want to provide a reference for a good employee however how do you handle a reference for a poor employee.  If the information you provide misleads a prospective employer who ultimately terminates your ex-employee for poor performance could result in a law suit. The decision to provide a detailed reference ultimately lays with you the employer. )
SAFETY

[Company Name] provides information to employees about workplace safety and health issues through regular internal communication such as:

· [Training sessions]

· [Team meetings]

· [Bulletin board postings]

· [Memorandums]

· [Other written communications]

Each employee is expected to obey safety rules and exercise caution and common sense in all work activities.  Employees must immediately report any unsafe conditions to their supervisor.  Employees who violate safety standards, cause hazardous or dangerous situations, or fail to report, or where appropriate, remedy such situations, may be subject to disciplinary action up to and including termination of employment.

In the case of an accident that results in injury, regardless of how insignificant the injury may appear, employees should notify their supervisor. 

HEALTH-RELATED ISSUES

Employees, who become aware of any health-related issue, should notify their supervisor of health status.  This policy has been instituted strictly to protect the employee.

A written “permission to work” from the employee’s doctor is required at the time or shortly after notice has been given.  The doctor’s note should specify whether the employee is able to perform regular duties as outlined in his/her job description.

A leave of absence may be granted on a case-by-case basis.  If the need arises for a leave of absence, employees should notify their supervisor.
SUPPLIES; EXPENDITURES; OBLIGATING THE COMPANY

Only authorized persons may purchase supplies in the name of [Company Name].  No employee whose regular duties do not include purchasing shall incur any expense on behalf of [Company Name] or bind [Company Name] by any promise or representation without written approval.

SECTION 4

STANDARDS OF CONDUCT

The work rules and standards of conduct for [Company Name] are important, and the Company regards them seriously.  All employees are urged to become familiar with these rules and standards.  In addition, employees are expected to follow the rules and standards faithfully in doing their own jobs and conducting the Company’s business.  Please note that any employee who deviates from these rules and standards will be subject to corrective action, up to and including termination of employment (see Section 3, Corrective Action).

While not intended to list all the forms of behavior that are considered unacceptable in the workplace, the following are examples of rule infractions or misconduct that may result in disciplinary action, up to and including termination of employment.

· Theft or inappropriate removal or possession of property;

· Falsification of timekeeping records;

· Working under the influence of alcohol or illegal drugs 

· Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the workplace;
· Fighting or threatening violence in the workplace;

· Boisterous or disruptive activity in the workplace;

· Negligence or improper conduct leading to damage of company-owned or customer-owned property;

· Insubordination or other disrespectful conduct;

· Violation of safety or health rules;

· Smoking in the workplace;

· Sexual or other unlawful or unwelcome harassment;

· Excessive absenteeism or any absence without notice;

· Unauthorized use of company-owned equipment;

· Using company equipment for purposes other than business (i.e. playing games on computers or personal Internet usage);

· Violation of personnel policies; and

· Unsatisfactory performance or conduct. 

ATTENDANCE/PUNCTUALITY

The Company expects that every employee will be regular and punctual in attendance.  This means being ready to work, at their starting time each day.  Absenteeism and tardiness places a burden on other employees and on the Company.

If you are unable to report for work for any reason, notify your supervisor before regular starting time.  You are responsible for speaking directly with your supervisor about your absence.  It is not acceptable to leave a message on a supervisor’s voice mail, except in extreme emergencies.  In the case of leaving a voice-mail message, a follow-up call must be made later that day.  The company phone number is [(XXX) XXX-XXXX].

Should undue tardiness become apparent, disciplinary action may be required. 

ABSENCE WITHOUT NOTICE

When you are unable to work owing to illness or an accident, please notify your supervisor.  This will allow the Company to arrange for temporary coverage of your duties, and helps other employees to continue work in your absence.  If you do not report for work and the Company is not notified of your status, it will be assumed after two consecutive days of absence that you have resigned, and you will be removed from the payroll.

If you become ill while at work or must leave for some other reason before the end of the workday, be sure to inform your supervisor of the situation.

HARASSMENT, INCLUDING SEXUAL HARASSMENT

[Company Name] is committed to providing a work environment that is free of discrimination and unlawful harassment.  Actions, words, jokes, or comments based on an individual’s sex, race, ethnicity, age, religion, or any other legally protected characteristic will not be tolerated.

If you believe you have been the victim of harassment, or know of another employee who has, report it immediately.  Employees can raise concerns and make reports without fear of reprisal.

Any supervisor who becomes aware of possible harassment should promptly advise their supervisor who will handle the matter in a timely and confidential manner.

Procedure for Reporting Harassment and/or Discrimination

Step 1 – Self-help 

Employees are encouraged to attempt to resolve their concerns by direct communication with the person(s) engaging in the unwelcome conduct.  Where employees feel confident or comfortable in doing so, communicate disapproval in clear terms to the person(s) whose conduct or comments are offensive.  Keep a written record of the date, time, details of the conduct, and witnesses, if any. 

Step 2 – Management Support and Intervention

Employees who are not confident or comfortable with Step 1 and who believe they are victims of harassment or discrimination, or become aware of situations where such conduct may be occurring, are encouraged to report these matters to a supervisor, manager or (Insert owner, president or appropriate title)
Step 3 – Formal Notification

If informal attempts at resolving the issue are not appropriate, or prove to be ineffective, a formal notification may be filed.  To file a formal notification:

(i) Provide a letter of documentation that contains a brief account of the incident (i.e. when it occurred, the persons involved, names of witnesses, if any).  The letter shall also include the remedy sought and be signed and dated.

(ii) File the notification with your supervisor, manager or owner.
(iii) Cooperate with those responsible for investigating the complaint.

An Employee who becomes aware of situations where harassment or discrimination may be occurring is requested to notify his or her supervisor, manager or (Insert owner, president or appropriate title)
Formal notifications shall be investigated.  The investigation process shall involve interviews of all parties involved including witnesses. The owner or a qualified outside investigator shall investigate the incident and prepare a written report of the investigation findings.  The report will be provided along with recommendations, if any, to the supervisor or manager and the complainant.

All notifications shall be handled in a confidential manner. Information concerning an investigation or action taken as a result of the investigation will not be released to anyone who is not involved.

Disciplinary action for violations of this Statement of Policy and Procedures will take into consideration the nature and impact of the violations, and may include a verbal or written reprimand, suspension (with or without pay) or termination (with or without notice).  Similarly, deliberate false accusations are of equally serious nature and will also result in disciplinary action up to and including termination without notice for just cause.  Note, however, that an unproven allegation does not mean that harassment did not occur or that there was a deliberate false allegation. It simply means that there is insufficient evidence to proceed with disciplinary action. 

PUBLIC IMAGE

A professional appearance is important anytime that you come in contact with customers or potential customers.  Employees should be well groomed and dressed appropriately for our business and for their position in particular.

The following items are considered inappropriate working attire for [Company Name]:

· [Open-toed sandals]

· [Spaghetti-strapped shirts]

· [Tank tops or revealing shirts]

· [Short mini skirts]

· [Sheer clothing]

· [T-shirts with inappropriate or offensive gestures or advertising]

· [List other items inappropriate for your company]

Consult your supervisor if you have any questions about appropriate business attire.

ELECTRONIC COMMUNICATION DEVICES 

Telephone Use: 
[Company Name] recognizes that occasionally it is necessary for employees to make or receive personal telephone calls during working hours. [Company Name], however, asks that employees restrict their personal telephone usage to emergency situations. Employees may not charge personal long-distance calls to [Company Name] Excessive personal telephone usage may result in corrective action.

Personal Electronic and Camera-Enabled Devices:

Unless properly authorized, employees should refrain from the use of any form of personal electronic communication devices during normal work hours. These devices may be used during breaks or when employees are at lunch.

Employees whose electronic communication devices are camera-enabled are restricted from using these devices anywhere in the building or on the company property at anytime. Further, employees who are found to have used these camera-enabled features will be subject to corrective action. 

Employees who work in manufacturing and distribution areas must refrain from the use of any personal electronic communication devices when on the ‘shop floor’ as it is a major safety hazard. Employees will be counseled for inappropriate use of such devices, and corrective action, up to and including termination, will be administered as required. (Omit this paragraph if not applicable)
Personal Radios and CD Players: (Omit if not applicable)
Employees are cautioned that the use of personal radios and CD players may present a safety concern in that the employee might not hear an approaching vehicle or verbal communication from another employee. When in use, employees need to pay close attention to their surroundings and not put themselves or other employees at risk. Any accidents or incidents that result from the use of these devices will result in corrective action. 

Internet Use:
Employees who have access to the Internet understand that this technology is to be used for company business only. Consistent abuse of this policy will result in corrective action.

E-mail Use:
Employees who have access to the e-mail system understand that it is for business use only. They further understand that forwarding of ‘chain’ e-mails, jokes, cartoons or any other non-business-related material is strictly forbidden. Employees are instructed to delete any of these e-mails as they are received. Further, employees are requested to ask the source of these e-mails to remove them from the distribution list. Employees who disregard this policy and continue to forward this material will be subject to corrective action.
NETIQUETTE 
“Netiquette” or “network etiquette” defines appropriate communication in the online environment. The online environment includes any communication that occurs via technology such as email, discussion boards, chat rooms, web sites, blogs, wikis text messages and instant messaging. 

[Company Name] encourages staff to use common courtesy and respect in all forms of communication to promote effective and positive interactions. 
1. Avoid offensive language of any kind. 

2. Avoid threatening language or repeated harmful attacks on others.

3. Avoid “outing” which is where someone posts personal information about another in an online environment, without their permission.

4. Avoid “flaming” which is the expression of extreme emotion or opinion in an email or online discussion board communication. 

1. The use of bold fonts and the color red often convey a tone of anger to your reader. 

1. Use a clear email or discussion board posting subject line that relates directly to your message. Consider it to be the headline of a news article. 

1. Avoid acronyms or abbreviations unless your audience is familiar with them. 

2. When communicating online or in an email, avoid instant messaging shorthand such as “u” for you. Communicate intelligently.

3. Use spell check and take time to proof read your communication. Electronic communication may be the only impression someone has of you. 

4. Be cautious - email postings stand on their own merit, often without context, and may be instantly forwarded to many people. It is impossible to rescind a written communication when it becomes available for all to see.
5. Be considerate of mistakes. If you decide to inform someone of a mistake or correct factual information, be polite and inform them by private email rather than group email or discussion board posting.
SUBSTANCE ABUSE

The Company is committed to providing a safe and productive workplace for its employees.  In keeping with this commitment, the following rules regarding alcohol and drugs of abuse have been established for all staff members, regardless of rank or position, including both regular and temporary employees.  The rules apply during working hours to all employees of the Company while they are on Company premises or elsewhere on Company business.

The manufacture, distribution, possession, sale, or purchase of controlled substances of abuse on Company property is prohibited.

Being under the influence of illegal drugs, alcohol, or substances of abuse on Company property is prohibited.

Working while under the influence of prescription drugs that impair performance is prohibited.

Consistent with the rules listed above, any of the following actions constitutes a violation of the Company’s policy on drugs and may subject an employee to disciplinary action, up to and including immediate termination.

Using, selling, purchasing, transferring, manufacturing, or storing an illegal drug or drug paraphernalia, or attempting to or assisting another to do so, while in the course of employment.

Working or reporting to work, conducting Company business or being on Company property while under the influence of an illegal drug or alcohol, or in an impaired condition.

SECTION 5

WAGE AND SALARY POLICIES

WAGE OR SALARY INCREASES

[Each employee’s hourly wage or annual salary will be reviewed at least once each year.  The employee’s review date will usually be conducted on or about the anniversary date of employment or the date of the previous compensation review.  Such reviews may be conducted more frequently for a newly created position, or based on a recent promotion.] 

[Increases will be determined on the basis of performance, adherence to company policies and procedures, and ability to meet or exceed duties per job description and achieve performance goals.]

TIMEKEEPING

(If you use a time clock, include the following.)

Accurately recording time worked is the responsibility of every employee.  Time worked is the time actually spent on a job(s) performing assigned duties.  

The time clock is a legal instrument.  Altering, falsifying, tampering with time records, or recording time on another team member’s time record will result in disciplinary action, up to and including termination of employment.

Authorized personnel will review time records each week.  Any changes to an employee’s time record must be approved by his/her supervisor [or appropriate person].  Questions regarding the timekeeping system or time cards should be directed to the [appropriate person].

Time Cards –Employees will be issued a time card on their first day of employment.  The employee will be given thorough instructions on usage and instructions on what to do should a problem occur.  

[Employees will be financially responsible for replacing the card if it is lost or stolen.  Replacement cards are $X.XX.]

OVERTIME

[Company Name] is open for business [XX] hours per week.  Overtime compensation is paid to employees in accordance with provincial wage and hour restrictions.  Overtime is payable for all hours worked over [??] per week (Employment Standard is 44 hrs) at a rate of one and one-half times the employee's regular hourly rate.  Time off on personal time, holidays, or any leave of absence will not be considered hours worked when calculating overtime.  In addition, vacation time does not constitute hours worked.

All overtime work performed by an hourly employee must receive the [supervisor’s] prior authorization.  Overtime worked without prior authorization from the [supervisor] may result in disciplinary action.  [The supervisor’s] signature on a timesheet authorizes pay for overtime hours worked.

PAYDAYS

All employees are paid [insert appropriate time period here, i.e., weekly, monthly, etc.].  In the event that a regularly scheduled payday falls on a weekend or holiday, employees will receive pay [on the next day of operation].   

If a regular payday falls during an employee’s vacation, the employee’s paycheck will be available upon his/her return from vacation.  

Paychecks will not, under any circumstances, be given to any person other than the employee without written authorization.  Paychecks may also be mailed to the employee’s address or deposited directly into an employee's bank account upon request.

SECTION 6

BENEFITS AND SERVICES

[Company Name] offers a benefits program for its [regular full-time] and [regular part-time] employees.  However, the existence of these programs does not signify that an employee will necessarily be employed for the required time necessary to qualify for the benefits included in and administered through these programs.

GROUP INSURANCE (omit if not provided)
[Company Name offers the following health and life insurance programs for REGULAR 

FULL-TIME employees (as determined by the carrier of the policies).]

HEALTH INSURANCE (omit if not provided)

(Include the following as appropriate)

·  [when coverage begins]

·  [percentage of premium your company pays]

·  [percentage of premium employee pays]

·  [how employee pays premium, i.e., payroll deduction]

LIFE INSURANCE (omit if not provided)

(Briefly describe your company’s life insurance policy here.)

The employee’s portion of the premium deduction for health insurance begins on the pay period prior to coverage start date. 

This Manual does not contain the complete terms and/or conditions of any of the Company’s current insurance benefit plans.  It is intended only to provide general explanations.  [If there is ever any conflict between the Manual and any documents issued by one of the Company’s insurance carriers, the carrier’s guideline regulations will be regarded as authoritative.]  

VACATION

 (Modify the following according to your vacation policy.)  

[Temporary and casual employees will receive the required 4% vacation pay on each pay cheque]

 [Paid vacation is available to regular full-time and regular part-time employees following their first-year anniversary with [Company Name] and is provided based on the following calculations:

During the first 2 (two) years of employment, vacation time will be earned at the rate of .0384 hours per hour worked.  Earned vacation can be taken after 1 (one) year continuous employment.

During the 3rd (third) through 5th (fifth) years of employment, paid vacation time will be earned at the rate of .0586 hours per hour worked.

During the 6th (sixth) and following years of employment, vacation time will be earned at the rate of .0772 hours per hour worked.]

NOTES:

The vacation policy applies to all regular full-time [and part-time] employees.

Paid vacation time of regular employees will be earned on a fractional basis.  Fractional vacation weeks will correspond to the average number of hours worked during the preceding year.

Example:
Employee “A” works 25 hours per week for 52 continuous weeks



25 x 52 = 1,300 hours 



Earned vacation equals 1,300 hours worked x .0384 = 50 hours
Or
[Temporary and casual employees will receive the required 4% vacation pay on each pay cheque]

[Paid vacation is available to regular full-time and regular part-time employees following their first-year anniversary with [Company Name] and is provided based on the following calculations:

· Employees with 1 but less than 5 completed years of service will be entitled to 2 weeks (10 days) of vacation time.
· Employees with 5 but less than 10 completed years of service will be entitled to 3 weeks (15 days) of vacation time.
· Employees with 10 completed years of service will be entitled to 4 weeks (15 days) of vacation time.
Earned vacation leave cannot be taken before it is accrued and approved.

Vacation may be taken in half-day increments of time.

Upon termination, unused earned vacation will be paid in a lump sum in the employee’s final paycheck.  

A maximum of one week paid vacation may be carried over from one calendar year to the next.  However, no more than one week of vacation may be taken at one time, except under extraordinary circumstances.  Requests for more than one week of vacation should be in writing at least ninety [90] days prior to the beginning of the requested vacation period.  

(The following paragraph is optional depending on the nature of your business.)

[Company Name] encourages all employees to make the most of their vacation time.  Regular breaks from daily work make everyone more productive.  However, because circumstances do not always permit everyone to take vacation time when it is requested, [Company Name] will offer employees the option of taking the dollar equivalent of their earned vacation hours at their regular hourly rate.  Arrangements to take earned vacation pay should be made at least (1) one payroll period in advance.] (This practice requires approval from the Director of Employment Standards)
PUBLIC HOLIDAYS
[Company Name] observes the following paid holidays per year:


[New Year’s Day]


[Family Day]


[Victoria Day]


[Good Friday]


[Canada Day]


[Labour Day]


[Thanksgiving Day]


[Christmas Day]


[Boxing Day]

I have read and agree to abide by this Employee Manual.

 Employee Signature








Date

Witnessed by:

 Business Representative







  Date



John Doe


President / Owner








Jack Smith


Operations Manager








Mary Brown


Accounting & Payroll Manager








Ralph Cooper


Marketing Manager
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