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WELCOME TO HANDBOOK HERO! 

We are delighted to have you as part of our team. Your job is essential to our 
goals and success. 

As an organization, we are committed to providing you with the opportunity to 
grow personally and professionally. We will strive to motivate and challenge you. 
We recognize and reward hard work and excellent performance. 

We also have high expectations of you. You will be asked to work hard. You also 
have a responsibility to maintain our good reputation and high standards. 

This employee handbook contains the key policies, benefits and expectations of 
Handbook Hero, as well as other information you will need as part of our team. 

From time to time, some of the policies and practices in this handbook may 
change. Your manager will notify you of any changes. 

Welcome aboard. 

Sincerely, 

Rob Nylund 
President 
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Mission Statement 

To support Texas employers with reliable and accurate employment 
policies to create a positive environment for employees while  

protecting against employment-related liability. 
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I. OVERVIEW OF HANDBOOK HERO 
History 
This optional section provides your employees with a way to get to know your 
organization, including its history, important milestones, your position in your 
industry, and your vision for the future. 

Our Values and Culture 
This optional section outlines your important statements about your 
organization’s values and culture. 
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II. INTRODUCTION 

Conditions of Your Employment at Handbook Hero 
Outlines what is generally covered in this employee handbook, its purpose (to 
provide employees with a general understanding of personnel policies and 
answers to frequently asked questions), and that this handbook does not create 
or constitute an employment contract. 

 Arbitration 
Requires any claim by an employee arising from terms or conditions of 
employment to be settled in private arbitration, where disputes are resolved 
more quickly and inexpensively than through the court system. 

 At-Will Employment 
Removes any contract relationship between an organization and its 
employees, allowing either party to terminate the employment relationship at 
any time with or without notice for any reason or no reason at all. 

Definitions 
Includes explanations of these employment classifications: Regular Full-Time, 
Regular Part-Time, Nonexempt (Hourly), Exempt (Salaried), Temporary and 
On Call Employees. 
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III. EMPLOYMENT POLICIES & PRACTICES 

Anti-Harassment 
Informs employees of the zero-tolerance policy on workplace harassment of any 
kind, including what conduct is prohibited and subject to discipline up to and 
including termination, and what steps must taken once harassment has been 
reported. Requires the employee to sign an accompanying form indicating they 
have read and understand this anti-harassment policy. 

 Prohibited Conduct 
Lists various types of prohibited conduct and activities relating to Protected 
Categories. 

 Sexual Harassment 
Lists various types of prohibited conduct and activities. 

 Anti-Harassment Complaint Procedure and Penalties 
Outlines what is considered discrimination or harassment, how to bring a 
complaint internally, and what penalties employees in violation of this policy 
may be subject to. 

Anti-Substance Use 

Prohibits possession, consumption, sale or transfer of illegal substances and 
alcohol on company premises or property, including company vehicles, or while 
on company business of any kind. 

Attendance Control / Absence 
Specifies amounts of time that employees absent from work without notification, 
unable to work or on leave from work will be terminated under certain 
circumstances, taking disability and discrimination laws into account. 

Background Check 

Informs employees that comprehensive background checks are 
performed, including job history and reference checks, prior to offers of 
employment. 
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Change in Status 
Lists what types of records employees must keep current, such as legal name, 
contact information, tax-related paperwork, driving records (if applicable) and 
more. 

Confidentiality* 
Governs the confidential nature of your operations, activities and business 
affairs. It outlines the consequences for employees who misappropriate 
confidential or proprietary information. 

Conflict of Interest* 
Prohibits outside employment, other activities or relationships that create a 
conflict of interest with your organization. 

Dating* 
Outlines how to handle new and existing relationships between employees 
to avoid the potential for sexual harassment liability. 

Dress Code 
Covers the basic elements of the four available dress code policies (Business 
Casual, Casual, Professional, Uniform), which are critical to maintaining 
appearance standards and supporting your actions in handling violations. Also 
allows you to customize your own specific policy. 

Driving 
Governs restrictions and obligations for employees whose job duties require any 
amount of job-related driving. 

Drug Testing* 
Refers to your organization's practices of testing employees for illicit substances. 
It covers "random," "for cause" and "post-accident" testing. This policy is in 
addition to the standard Anti-Substance Use policy. 

Electronic and Telephonic Communications 
Informs employees that they have no reasonable expectations of privacy in using 
company-owned equipment such as phone and computer systems, and that 
computer files and phone and email messages may inspected at any time. 

Handbook Hero Sample Employee Handbook �9



Employee References 

Controls who is authorized to give references of separated employees to 
prospective employers, and what information may be shared. 

English Only* 
Covers narrowly restricted circumstances under which employers with 
employees who speak English as a second language may require only English 
be spoken during work. 

Equal Opportunity 

States the your company does not discriminate on any basis prohibited by 
applicable law including race, color, religion, sex, national origin, disability, age, 
citizenship status, and Vietnam era or special disabled veteran status. 

Immigration Law Compliance 

States that proof of work eligibility is required as a prerequisite of employment. 

Open Door* 
Informs employees that they may bring any complaint or grievance to 
management, and all complaints will be taken seriously and investigated if 
appropriate. This policy is in addition to the standard Anti-Harassment policy. 

Performance Reviews 
States when performance reviews are administered and sets no expectations for 
salary adjustments or job modifications. 

Personnel Records 
Informs employees of what is contained in personnel records, their confidentiality 
and employees' right to examine their own records. 

Profanity 
Explains to employees that profanity is prohibited and will result in discipline. 
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Promotions and Transfers 
Explains that company seeks to promote and fill job openings from within the 
organization whenever possible and reserves the right to transfer an employee to 
another department should it find that is in the best interest of the organization. 

Reasonable Accommodations 

Covers the organization's discretion to provide certain reasonable 
accommodations to individuals with qualified disabilities to assist them in 
performing the essential functions of their jobs. 

Resignation 
Informs employees of their requested obligations when resigning their positions 
with the organization, specifically giving advanced notice of separation and any 
penalties for failing to do so. 

Return to Work 

Describes the company's return-to-work program intended to return employees—
who have suffered industrial injuries or illnesses—to their job, often through 
temporary light-duty assignments. 

Separation of Employment 
Outlines process and responsibilities when leaving employment with the 
company, from turning over equipment and keys to conducting exit interviews. 

Site Closings Due to Emergencies or Inclement Weather 
Outlines under what circumstances your business may close due to emergencies 
or severe weather events, and who can be called as a contact person in charge 
of such notices. 

Smoking 

Provides for a designated area for smokers and prohibits smoking inside any 
property or vehicles owned by the company. 

Social Media 

Reserves an employer's rights to require approval before posting company-
related content to social media channels, to review employees' social media 
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activity, and to require that they modify or remove content of an offensive nature 
or that is not in the best interest of the company. 

Solicitation 
Bars employees from soliciting and collecting donations from other employees on 
work time. 

Standards of Conduct 
Lists which forms of conduct and behavior are prohibited during work time and 
while on company business, and details what misconduct may result in discipline 
up to and including termination. 

Travel* 
Details duties and responsibilities for employees who travel on company 
business, including reservation planning and travel expenses. 

Weapons 
Reserves the employer's right to allow or prohibit employees from possessing a 
concealed or open carry handgun or weapon on workplace premises or while 
performing any services or attending any function relating to their employment. 

Work from Home / Remotely* 
Outlines requirements of employees who regularly telecommute or otherwise 
work remotely, covering standards regarding attendance, equipment needs, work 
environment, safety regulations, and more. 

Work Schedule 
Explains that supervisors will furnish work schedules to employees, and outlines 
what a typical workweek is for nonexempt and exempt employees. 

Workplace Violence 
Lists what constitutes a threat and the penalties for making such threats. Details 
how to report workplace violence, and how such reports are investigated and 
acted upon. 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IV. COMPENSATION 

Expense Reports* 
Requires employees who travel on business to submit an approved business 
expense report for reimbursement. 

New Hire Referral Bonus* 
Sets a dollar amount to be paid to an employee who refers an applicant who 
becomes a regular employee and remains employed for a set amount of time. 

Overtime 
Explains how overtime hours are approved and compensated, and your right to 
require overtime for certain employees, and how such hours are handled. 
Eligibility is based on criteria governing which types of roles are nonexempt and 
exempt from federal wage and hour provisions. 

Salary/Payroll 
Covers salary and payroll functions, including when paydays occur, how payroll 
deductions work , direct deposit (if selected) and when salary reviews take place 
(if applicable). 

Severance* 
Informs employees that they may be eligible for a severance payment depending 
on management's discretion and the level of the employee's position. 

Timesheets 
Covers how timesheets must be submitted and who is required to complete them 
before being paid. 
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V. BENEFITS & TIME OFF 

Benefits Overview 
Summarizes the types of benefits plans you offer to eligible employees, including 
health, dental, vision and life, and reserves your right to change terms and 
conditions of your benefits program, such as insurance carriers, deductibles, 
premiums or other program features. 

Continuation of Medical Coverage/COBRA 
Explains the company's obligations and employees' rights under Texas and 
federal law for continuing health coverage if a qualifying event causes loss of 
coverage under the company's existing group health plan. 

Employee Assistance Program* 
Informs employees of the purpose of an assistance program and how employees 
can confidentially access it. 

Employee Discount 
Outlines what discount rate employees with a minimum number of months of 
service are eligible to receive on your goods or services. 

Family and Medical Leave 

Outlines eligibility and utilization standards of leave under the Family and Medical 
Leave Act, federally mandated for employers with 50 or more employees in a 75-
mile radius. 

Leaves of Absence 
Details which leaves of absence the company offers and observes, including 
policies on bereavement leave, jury duty, military leave and voting. 

Maternity and Paternity Leave 
Outlines eligibility and utilization standards of leave for employees to take leave 
for the birth or adoption of a child. 
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Nursing Mothers 
Offers mothers with breast-feeding children the ability to take unpaid break 
periods to breast feed their children or express (pump) breast milk. 

Paid Holidays 

Covers which holidays your organization observes as paid holidays and who is 
eligible for paid holiday leave. 

Paid Time Off 
If you offer Paid Time Off to cover all accrued paid time, this policy explains how 
your program works and who is eligible. 

Personal Days 
States that employees have a certain number of paid personal days to use 
annually. 

Retirement Plans* 
Explains that the company offers a retirement plan to qualified employees and 
who is eligible for participation. 

Sick Leave 
Outlines how sick leave is accrued, who is eligible for such time off and under 
which circumstances it may be used. 

Tuition Assistance* 
States that the employer will subsidize educational courses directly related to 
employment, and outlines tuition-reimbursement details and requirements. 

Vacation 

Explains how much accrued time off is earned as vacation leave depending on 
years of service and when such time off may be used. 

Workers’ Compensation 

Informs employees who suffer workplace injuries and illnesses that your 
organization is insured for workers’ compensation. 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Employee Acknowledgment Forms 

All employee handbooks from Handbook Hero include the following 
acknowledgment forms for employees to sign and return to their manager: 

• Receipt and Acceptance of the Handbook Hero Employee Handbook 

• Receipt and Acceptance of the Handbook Hero Arbitration Agreement 

• Receipt and Acceptance of the Handbook Hero Anti-Harassment Policy 

• Authorization for Handbook Hero to Make Deductions from Wages 

© 2020 Punchclock Custom Publishing 
The materials contained herein are designed to provide accurate and authoritative information in 
regard to the subject matter covered. It is sold with the understanding that the publisher is not 
engaged in rendering legal, accounting or other professional services. If you require legal or other 
expert advice, you should seek the services of a competent attorney or other professional.
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