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Built for HR teams that need clean, editable documents with country-aware guidance and review prompts.
	VARIANT  Global
FORMAT  DOCX
VERSION  1.0
	COMPANY  [COMPANY_NAME]
OWNER  [HR_CONTACT]
EFFECTIVE DATE  [EFFECTIVE_DATE]



	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.
Personal and work accounts

1. Employees may identify their role where accurate, but must not imply they speak for the company unless authorized.
1. Confidential information, trade secrets, private employee data, customer data, and unreleased company information must not be posted.
1. Online harassment of colleagues, candidates, customers, or vendors is treated as workplace conduct.

Protected activity and advocacy

This policy should not be applied to restrict legally protected employee communications about pay, working conditions, organizing, safety, or other protected matters.
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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