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Employee Handbook Template
Policies template

Built for HR teams that need clean, editable documents with country-aware guidance and review prompts.
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	Before you issue
	Status

	Replace every placeholder in square brackets or braces.
	Required

	Check local employment law and internal approval rules.
	Required

	Remove guidance notes that should not go to employees.
	Required

	Save the final signed copy in the employee record.
	Recommended



	⚠  Legal review note
This template is a practical starting point, not legal advice. Review sensitive clauses with qualified local counsel before use.




Purpose and scope

This policy applies to all employees, workers, contractors, interns, and temporary staff of [COMPANY_NAME] unless a local addendum states otherwise.
Managers are responsible for applying this policy consistently. HR is responsible for maintaining the policy, answering questions, and escalating legal or high-risk issues.
25-section handbook outline

1. Welcome and company purpose
1. Employment basics and equal opportunity
1. Code of conduct
1. Anti-harassment and complaints process
1. Working hours, attendance, and timekeeping
1. Pay, payroll, and deductions
1. Leave and holidays
1. Benefits and wellbeing
1. Remote, hybrid, and flexible work
1. IT, data privacy, and security
1. Health and safety
1. Performance, feedback, and development
1. Discipline and grievance
1. Conflicts, gifts, and outside work
1. Travel and expenses
1. Whistleblowing
1. Social media and public communications
1. Confidentiality and IP
1. Employee records and privacy rights
1. Resignation, termination, and offboarding
1. Country addenda
1. Policy version control
1. Acknowledgment form
1. Legal review log
1. Contacts and escalation routes

Acknowledgment

I acknowledge that I have received or can access the [COMPANY_NAME] employee handbook. I understand that I am responsible for reading it, asking questions, and following the policies that apply to my role and work location.
Signature blocks

	Party
	Name
	Signature
	Date

	For [COMPANY_NAME]
	[MANAGER_NAME]
	
	2026-06-12

	Employee / recipient
	[EMPLOYEE_NAME]
	
	2026-06-12



Notes for use

This template is provided for general guidance and must be reviewed by qualified legal counsel before use in your jurisdiction. Atlas HR makes no warranty as to legal sufficiency.
Specific clauses, especially governing law, dispute resolution, restrictive covenants, statutory notice, employee data, tax, immigration, and termination provisions, require local legal review.
Remove guidance notes before issuing the final document. Keep a signed copy in the employee or contractor file.
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