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Purpose of an Employee Manual

 Communicates expectations
 Outlines responsibilities
 Showcases benefits and policies
 Helps defend against employee claims*

(*If you use it right)



Rule # 1
Do not give it to your 

Independent Contractors

Independent Contractor vs Employee



Independent Contractor vs Employee

This Photo by Unknown Author is licensed under CC BY-
NC-ND

https://kenyaemploymentlaw.com/2017/04/18/makes-consultant-not-employee/
https://creativecommons.org/licenses/by-nc-nd/3.0/


Independent Contractor vs Employee

This Photo by Unknown Author is licensed under CC BY-SA-NC

https://technofaq.org/posts/2019/09/can-you-do-seo-in-house/
https://creativecommons.org/licenses/by-nc-sa/3.0/


Employees

This Photo by Unknown Author is licensed under CC BY-SA-NC

https://technofaq.org/posts/2018/10/5-lesser-known-ways-to-enhance-employee-engagement/
https://creativecommons.org/licenses/by-nc-sa/3.0/


An Employee handbook is NOT an employment contract

It should not function as an employment contract and 
should not promise continued employment

Rule # 2



What to Include

8 Reasons 
to have one



Your Company Mission

This Photo by Unknown Author is licensed under CC BY-
NC

https://grantgoddess.blogspot.com/2010/05/focus-on-your-mission-for-grant-writing.html
https://creativecommons.org/licenses/by-nc/3.0/


Clear Work Expectations

This Photo by Unknown Author is licensed under CC BY-NC-ND

http://jesseliberty.com/2016/08/08/back-to-the-web-but-where-to-start/
https://creativecommons.org/licenses/by-nc-nd/3.0/


Employee / Management Expectations

This Photo by Unknown Author is licensed under CC BY-SA

http://thebluediamondgallery.com/r/responsibility.html
https://creativecommons.org/licenses/by-sa/3.0/


Clearly Stated Policies

This Photo by Unknown Author is licensed under CC BY-NC

http://www.debbest.com/2015/12/13/ensure-your-employee-handbook-is-a-tool-not-a-weapon-in-business-and-at-work/
https://creativecommons.org/licenses/by-nc/3.0/


Employee Benefits

This Photo by Unknown Author is licensed under CC BY-SA

http://www.picpedia.org/clipboard/employee-benefits.html
https://creativecommons.org/licenses/by-sa/3.0/


Compliance with Federal, State 
and local laws

This Photo by Unknown Author is licensed under CC BY

Compliance Standards

https://www.openaire.eu/intro-research-managers
https://creativecommons.org/licenses/by/3.0/


Defense Against Employee Lawsuits

This Photo by Unknown Author is licensed under CC BY-SA

https://micky.com.au/ripple-sues-youtube-for-failing-to-prevent-imposter-crypto-scams/
https://creativecommons.org/licenses/by-sa/3.0/


Reference guide

This Photo by Unknown Author is licensed under CC BY-SA

Reference Manual

http://www.thebluediamondgallery.com/handwriting/r/reference.html
https://creativecommons.org/licenses/by-sa/3.0/


Well-Defined Policies and Procedures

This Photo by Unknown Author is licensed under CC BY-NC-ND

https://www.ohioemployerlawblog.com/2016/04/is-it-time-for-new-nlrb-rule-on.html
https://creativecommons.org/licenses/by-nc-nd/3.0/


Make sure you get a signed 
acknowledgement

Include a Signature Page



SBDC Services
Free Confidential 

Counseling

Affordable 
Workshops

Network 
Resources

Local 
Partnerships

Access to 
SBA and 

micro loans

YC.EDU/SBDC
(928) 717-7232
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