Crafting Compliant
Employee Handbook

Step 1: Needs Assessment

Determine what policies need to be included in the handbook. These
can include, but are not limited to, equal opportunity employment,
workplace safety, anti-harassment policies, and benefits.

Step 2: Legal Review

Consult with an employment attorney or legal expert to ensure that
the handbook complies with federal, state, and local laws. This will
help to recognize any legal requirements specific to your company's
location and industry.

Step 3: Drafting Policies

Begin drafting the specific policies and procedures. Cover all
identified areas, ensuring clarity and conciseness to avoid any
misunderstandings.

Step 4: Inclusion of Rights

Make sure to include a section that details the employee's rights and
the company's commitments to upholding those rights.



Step 5: Feedback Loop

Create a process for employees to provide feedback on the handbook.
This can include surveys, suggestion boxes, or meetings to discuss
the handbook's content.

Step 6: Revision

Revise the handbook based on the feedback received and any
changes in the law since the initial draft was created.

Step 7: Approval

Obtain final approval of the handbook's contents from the legal team,
HR, and upper management.

Step 8: Distribution

Distribute the handbook to all employees and ensure they
acknowledge receipt and understanding of its contents.

Step 9: Ongoing Updates

Set a schedule for regularly reviewing and updating the handbook to
ensure it remains compliant with changes in laws and company
policies.

General Notes

Accessibility

Ensure the employee handbook is available in formats accessible to
all employees, including digital copies, printed versions, and
alternative formats for those with disabilities.



Training

Provide training sessions for employees and management to
understand and properly implement the policies within the handbook.

Powered by: PlaybookWriter.com


https://playbookwriter.com/

	Crafting Compliant Employee Handbook
	Step 1: Needs Assessment
	Step 2: Legal Review
	Step 3: Drafting Policies
	Step 4: Inclusion of Rights
	Step 5: Feedback Loop
	Step 6: Revision
	Step 7: Approval
	Step 8: Distribution
	Step 9: Ongoing Updates
	General Notes
	Accessibility
	Training



