Company HR Policy Handbook

1. Introduction

Welcome to [Company Name] HR Policy Handbook. This document provides an overview of the key
guidelines, policies, and procedures applicable to all employees.

2. Company Values & Mission

Our mission is [Insert Company Mission Statement]. We are guided by the following core values:

e [Value 1]
e [Value 2]
e [Value 3]

3. Equal Opportunity Employment

[Company Name] is committed to providing equal employment opportunities without regard to race, color,
religion, sex, national origin, age, or disability.

4. Workplace Conduct

4.1 Professionalism

Employees are expected to maintain professionalism, respect, and integrity in all interactions.

4.2 Anti-Harassment Policy

Harassment of any kind will not be tolerated. Incidents should be reported promptly.

4.3 Confidentiality

Employees must safeguard sensitive company and client information at all times.

5. Attendance & Punctuality

Regular attendance and punctuality are essential. Employees should notify their supervisor of absences as
soon as possible.

6. Compensation & Benefits

e Pay Schedule: [Describe pay periods]
¢ Benefits: [List available employee benefits]
¢ Overtime: [State overtime policy]

7. Leave Policies

¢ Annual Leave: [Describe annual/vacation leave]
* Sick Leave: [Sick leave guidelines]



e Other Paid/Unpaid Leaves: [E.g., parental, bereavement, jury duty]

8. Health & Safety

[Company Name] is committed to providing a safe and healthy work environment. Employees are expected
to comply with all safety protocols.

9. Disciplinary Actions

Violation of company policies may result in disciplinary actions, up to and including termination.

10. Acknowledgment

By working at [Company Name], employees agree to adhere to all policies in this handbook.
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