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1. Introduction 
Welcome Message 

Welcome to [Your Company Name]! We are delighted to have you as part of our team. This 

handbook is designed to familiarize you with our policies, procedures, and the resources 

available to support you in your role. 

Purpose of the Handbook 

This handbook provides an overview of the expectations and responsibilities of both 

employees and the company. It serves as a guide to help you navigate your employment 

experience with us. 

Company Mission, Vision, and Values 

- Mission: [Insert Company Mission Statement] 

- Vision: [Insert Company Vision Statement] 

- Values: [List Core Values] 

2. Employment Policies 

Equal Employment Opportunity (EEO) 

Our company is committed to providing equal employment opportunities to all employees 

and applicants without regard to race, color, religion, sex, national origin, age, disability, or 

any other legally protected status. 
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Employment Classification 

Employees are classified as: 

- Full-Time 

- Part-Time 

- Temporary 

- Intern 

Background Checks 

Background checks may be conducted to ensure the safety and integrity of our workforce. 

Employment-at-Will Statement 

Employment with [Your Company Name] is on an at-will basis, meaning either the 

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

without cause or notice. 

10. Acknowledgment of Receipt 
I acknowledge that I have received and read the [Your Company Name] Employee 

Handbook. I understand that it is my responsibility to comply with the policies and 

procedures outlined herein. 

Employee Signature: _________________________________________________________________________________ 

Date: ___________________________________________________________________________________________________ 
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