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Employee Handbook Implementation Program
An employee handbook is a document provided by the agency as a guide to communicate the agency’s policies, procedures, expectations, and other important information related to employment. They are designed to ensure consistency, clarify expectations, and provide a comprehensive understanding of the employee’s rights and responsibilities within the agency.
An employee handbook is not a one-size-fits-all document. Tailor it to fit the specific needs, culture, and practices of the agency. 

Preliminary Steps
Needs Assessment
· Determine who will be the champion(s) for the program. This can include leadership and HR.
· Review any existing policies or handbooks.
· Ensure the handbook aligns with the agency’s mission, vision, and core values.
· Schedule meeting times to review each section for revision or inclusion in the finished handbook.
Content Development
Introduction
· Welcome letter
· Agency history, mission statement, vision statement, and core values.
· Purpose of the handbook.
Employment Policies
· Hiring process and policies.
· Anti-discrimination and equal employment opportunity.
· At-will employment.
· Employee classifications (e.g., full-time, part-time).
Work Procedures and Expectations
· Hours of operations, attendance, punctuality.
· Job performance expectations and evaluations.
· Code of conduct and dress code.
Benefits and Compensation
· Salary scales and bonus structures.
· Insurance benefits (health, dental vision)
· Retirement plans and contributions.
Workplace Safety and Health
· Office safety protocols.
· Procedures for reporting hazards or injuries.
· Health and wellness programs.
Leave Policies
· Paid time off, holidays.
· Maternity, paternity, and parental leave.
· Sick leave and medical absences.
Communication and Grievance Procedures
· Feedback mechanisms.
· Reporting and resolving disputes or grievances.
· Whistleblower protection.
Training and Professional Development
· Onboarding process for new hires.
· Ongoing training programs.
· Opportunities for professional development.
Separation and Termination
· Resignation procedures.
· Grounds for termination.
· Exit interviews and feedback.
Legal and Compliance
· Confidentiality and non-disclosure agreements.
· Privacy policies (especially concerning client information).
· Compliance with industry regulations.
· Handbook acknowledgment page.
Review and Legal Compliance
Internal Review
· Gather feedback from champions to ensure clarity and applicability.

Legal Counsel Review
· Ensure all policies comply with local, state, and federal laws.
· Ensure the language is clear and legally sound.
Design and Production
· Create a user-friendly, readable format. Include agency branding.
· Determine if the handbook will be digital, printed or both. If digital, ensure easy accessibility for all employees.
Implementation
Training
· Schedule training sessions with leadership to review the handbook, highlight changes, and discuss the expectation of their knowledge of the handbook and how it is incorporated into the new hire process.
· Allow for Q&A
Distribution
· Distribute copies to all employees. Provide detailed directions on how to access digital copies. Notate all changes or additions to the handbook.
· Confirm the handbook is included in the onboarding process.
Periodic Updates
Annual Review
· Review and update the handbook annually or when significant policy changes occur.
Notifications of Changes
· Inform employees of updates and distribute revised versions as necessary.
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