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Essential Components of a Good Handbook 

Top 10 Handbook Mistakes PLUS 4 

1. The ñformò or plagiarized handbook. 

2. Failing to have a policy that addresses 

 discrimination and harassment in the workplace 

 and that provides a reporting mechanism. 

3. Failing to have an ñat willò disclaimer. 

4. Failing to reserve the right to change the policy 

 without notice. 
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Essential Components of a Good Handbook 

Top 10 Handbook Mistakes PLUS 4 

5. Having a probationary period. 

6. Failing to leave wiggle room in the discipline policy. 

7. Failing to assure consistency between the policy 

 and company practice. 

8. Failing to review your policies. 

9. Making broad statements that make people feel 

 ñwarm and fuzzy.ò 
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Essential Components of a Good Handbook 

Top 10 Handbook Mistakes PLUS 4 

10. Making promises you donôt have to make. 

11. Failing to have a general disclaimer. 

12. Failing to pay your employees to review the 

 handbook and sign all key policies. 

13. Failing to understand how technology impacts 

 your workplace 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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Essential Components of a Good Handbook 

Your handbook should contain the following: 

A) Disclaimer. B) Definitions. C) A Reporting Policy. 

* Have a policy prohibiting harassment, discrimination and 

retaliation. 

*  General Policies and Procedures. 
*  Employee Benefits. 

*  Email, Computer usage, Blogging and Social Networking policies. 

*  Workplace Violence policy. 

*  Disciplinary Policies. 

*  No solicitation and distribution. 

*  Have a place for employees to initial each page. 

*  Give a copy of the handbook to the employee. 
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Essential Components of a Good Handbook 

E-mail Policy  
Alert employees that email is strictly for business purposes 
 

Prohibit sending or receiving emails that contain 

materials that are:  

-  Pornographic or sexually explicit 

-  Would offend based on public policy 

-  Derogatory, defamatory, or is considered ñflamingò 
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Essential Components of a Good Handbook 

E-mail Policy 

 !ÌÌ ÅÍÁÉÌ ÏÎ ÔÈÅ ÅÍÐÌÏÙÅÒȭÓ ÓÙÓÔÅÍȟ ÏÒ ÁÃÃÅÓÓÅÄ ÔÈÒÏÕÇÈ ÔÈÅ 
ÅÍÐÌÏÙÅÒȭÓ )ÎÔÅÒÎÅÔ ÃÏÎÎÅÃÔÉÏÎȟ ÉÓ ÔÈÅ ÅÍÐÌÏÙÅÒȭÓ ÐÒÏÐÅÒÔÙ 

Prohibit participation in listservs, newsgroups, or 

mailing lists without employer consent 
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Essential Components of a Good Handbook 

E-mail Policy  

 Prohibit downloading any content that is not business 
related  

Prohibit downloading any 

software without 

management consent 

Warn employees that 

deleted email and files 

remain on the company 

server 
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