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s> Essential Components of a Good Handbook

Top 10 Handobook Mistakes PLUS 4

1. The form?™ cr plagiarized handbook.

2, railing to have a policy that addresses
discrirmination and harassment in the workplace

and that provides a reporting rmeachanism.

3. railing to have an “at will’’ disclaimer.

4, railing to reserve the rignt to change the policy
without notice
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s> Essential Components of a Good Handbook

The Stephiens Law Firm

Top 10 Handobook Mistakes PLUS 4

S. rlaving a probationary period.

©. railing to leave wiggle roorn in the discioline policy

7. railing to assure consistency oetween the policy
and company practice.

8. railing to review your policies.

9. Vlaking oroad )tdtements that make people feel

“‘warm and fezzy”’
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Top 10 Handbook Mistakes PLUS 4
10. Weking promises yourdor’tchave to make.
1.  Failing to have a general disclaimer

12. Failing to pay your employees to review the
nandoook and sign all key policies.

13.  Failing to understand how technology impacis
your workolace and how your employees use
new technologies.

14, You can pay your lawyer now or you can pay
your lawyer later.
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S Essential Components of a Good Handbook

Your hancdbook should contain the following:

A) Disclaimer. B) Definitions. C) A Reooriing Policy.
* Have a policy prohibiting harassment, discrirnination anc
reialiation.

* Employee Benefiis.
* General Policies and Procedures.

}‘“

* Ermail, Cornpuier usage, Blogging and Social Networking policies.

* Workplace Violence policy.
* Disciplinary Policies.
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Pronioit ser dmg or receiving ernails that contain

rmateri alss ihat are:

ps

- Pornographic or sexually explicii
- Would offencd basecd on public policy
- Derogatory, defamatory, or is'censidered ““flaming”
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S Essential Components of a Good Handbook

£-rnajl Policy

All’ernail ¢ the employer’s systens, cr ac.2sse? throusF - tie
swipiayer's lotznw connedtion, 's the employer’s piroperty

Prohibit participation in lisiservs, newsgroups, or
mailing lists without employer consent
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E-mrrail Poiicy

Prohibit downloacing any
SO fweare Witholli
management consent
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