Employee Handbook

The Importance of the Employee Handbook

The employee handbook is an important tool used to communicate to employees the company philosophy, history, goals, work rules, policies, procedures and benefits.  The employee handbook outlines the expectation of management and serves as a reference for employees.
Handbooks can be valuable communications and employee relations tools.  They are extremely helpful in maintaining consistency among supervisors, properly orienting employees and avoiding misunderstanding over workplace policies.  Many employers also have found that direct communications with employees, such as written statements of policies, can help to reduce confusion and prevent mishaps due to a lack of communication.  Clearly communicated work rules can help to support disciplinary action and avoid charges of unlawful discrimination or unfair treatment.  Properly written and used, the handbook can show that the organization has a particular policy and that it was communicated to the employees.

Handbooks should be clearly written and organized in a manner that they can be understood by employees.  A certain amount of legal language is necessary to avoid legal exposure.  Disclaimers and reservations of management’s rights should be clearly stated and placed in a visible area of the handbook. When developing policies for a handbook, statements should be clear and concise.  Employers want to be careful in their word selection as to avoid inadvertently implying employment promises or jeopardizing the employer’s employment at will status.  Some employers have avoided constructing an employee handbook and as a result, have had difficulty proving their employment policies and how they have been communicated to the employees. 
Overall, the purpose of the handbook is to clearly communicate information that is relevant and important to employees.  In addition, it provides management an opportunity to educate employees about the positive aspects of the company, such as employee programs and community support.  
