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Receipt of Handbook

I have received a copy of the ________________________________ (The “Company”) Employee Handbook.  I have read and understood it, and agree to abide by its contents and policies.  I understand that while it provides an overview of the Company’s personnel procedures.  It does not necessarily reflect all those in force.  From time to time the company may introduce new or revised policies as needs arise.  I acknowledge that my employment is employment at-will, which means that my employment at the company can be terminated by me or the Company, with or without cause or notice at any time.  I understand that nothing in this employee handbook or the company’s policies or practices, creates a promise or representation of continued employment.  

I am aware that during the course of my employment, confidential information may be made available to me, such as product design, marketing strategies, customer lists, pricing policies and other related information.  I understand that this information is proprietary and critical to the success of the Company and must not be given out or used outside of the Company’s premises, or with non-Company employees.  In the event of termination of employment whether voluntary or involuntary, I agree to neither utilize nor exploit this information with any other individual or company.

Name: ______________________________

Signed: _____________________________

Date: _______________________________
Change of Status

It is your responsibility to immediately notify the business office whenever you make a change in any of the following:

Address

Telephone number

Name of individual to notify in case of emergency

Name (through marriage or otherwise)

Marital status

Number of dependants

Insurance beneficiary

Military Status

Failure to report these changes could result in a loss of benefits.

Cobra Benefits

Federal law, under the Consolidated Omnibus Budget Reconciliation Act (COBRA) requires, that in the event of the termination of an employee, the employee can remain covered by the Company’s insurance plan, for a limited time at the employee’s expense.  This applies for companies with twenty or greater employees.  The procedure for extending this coverage will be reviewed at the exit interview.  (Notification requirements vary by state.)

Dress and Grooming

In order to present a professional image to our customers, employees are to observe good habits of grooming and personal hygiene.    All employees are to be neat and clean at all times.

Common sense should guide an employee’s attire.  Should an employee have any questions about appropriate dress, he or she should contact the appropriate manager.

This is a general overview of the company’s dress policy.  However, specific restrictions include:  No shorts, tank tops or provocative attire.  No bare midriffs or low necklines are allowed.  Body piercings are limited to earrings.  No clothing should present a safety concern at any time.

Inappropriately dressed employees may be sent home and may not return until Company standards are met.  Employees will not be compensated for missed work time under these circumstances.
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