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Dear NFIB Member:

As a small business owner, you work hard every day at 

your dream of running a successful enterprise. Yet being 

a small business owner means spending countless hours 

going over every detail to make sure your business is in 

compliance with federal and state laws.

To help make compliance a little easier, we are pleased 

to provide you with this NFIB Guide to the Employee 

Handbook. Even the smallest business should have an 

employee handbook. Putting your company’s policies in writing can help 

protect your business from disputes and lawsuits.

Developed by the NFIB Small Business Legal Center, the NFIB Guide to the 

Employee Handbook was written to serve as a blueprint for creating an 

employee handbook for your company. The NFIB Small Business Legal Center 

is the voice for small business in the nation’s courts and the legal resource for 

small business owners nationwide.

This guide is just one of the many compliance guides developed by our Legal 

Center to make your job just a little bit easier. To find out about all of the 

guides available in this series, call 1-800-NFIB-NOW or visit 

www.NFIB.com/legal.

Beth Milito
Executive Director



www.NFIB.com | NFIB GUIDE TO THE EMPLOYEE HANDBOOK 1

CONTENTS





This section should welcome the new 
employee and introduce them to the 
character of the company.  Write 
briefly about how the company 
began and who is in charge. 

Describe the company’s goals, 
philosophy, and core principles. Avoid 

describing the company like a family, as that might 
imply indefinite employment.



Several laws enforced by the U.S. Equal 
Opportunity Employment Commission 
prohibit workplace discrimination. The 
Americans with Disabilities Act requires 

employers to provide, among other 
things, reasonable accommodations to 

qualified individuals with disabilities unless to do so 
would cause an undue hardship to the company. 
Include an equal opportunity statement and a disability 
statement to exhibit that your company observes these 
laws. The company should be aware of state and/or 
local laws which provide greater protection than the 
federal discrimination laws, such as recognizing 
additional protected classes beyond those protected 
by federal statute.
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This company is an equal opportunity employer and 
does not unlawfully discriminate against employees or 
applicants for employment on the basis of an individu-
al’s race, color, religion, creed, sex, national origin, age, 
disability, marital status, veteran status, or any other 
status protected by applicable law. This policy applies 
to all terms, conditions and privileges of employment, 
including recruitment, hiring, placement, compensa-
tion, promotion, discipline, and termination.  

Whenever possible, the company makes reasonable 
accommodations for qualified individuals with disabili-
ties to the extent required by law. Employees who 
would like to request a reasonable accommodation 
should contact [enter authorized person’s name]. 
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3.4 Company Property

three



Companies may institute a policy of 
“business use only.” Alternatively, a 
company may adopt a less stringent 
policy which advises employees that 
computers and phones are provided for 

business use, and any personal use must 
be kept to a minimum and must not 

interfere with work responsibilities.  Companies should 
develop a policy specific to their own computer 
systems that protects against employee misuse and 
the computer viruses that may result from 
downloading outside materials.
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Be responsible

Be honest and accurate

3.5 Social Media Policy

GUIDELINES

Know and follow the rules

three

The company understands that social media can be a fun and rewarding way to communicate with family, friends and co-workers. However, use of social media also presents certain risks and carries with it certain responsibilities. To assist employees in making responsible decisions about the use of social media, the company has established these guidelines for appropriate use of social media.This policy applies to all employees who work for the company.  In the rapidly expanding world of electronic communi-cation, social media can mean many things. Social media includes all means of communicating or posting information or content of any sort on the Internet, including to your own or someone else-8s website or blog, journal or diary, social networking or a
�]nity website, web bulletin board or a chat room, whether or not associated or a�]liated with the company, as well as any other form of electronic communication. The same principles and guidelines found in the company-8s policies apply to employees-8 activities on-line. Ultimately, you are solely responsible for what you post online. Before creating online content, consider some of the risks and rewards that are involved. Keep in mind that any of your conduct that adversely a�•ects your job performance, the perfor-mance of fellow employees or otherwise adversely a�•ects customers, suppliers, people who work on behalf of the company or the company-8s legitimate business interests may result in disciplinary action up to and including termination.

Use your best judgment and exercise personal responsibility. Take your responsibility as stewards of personal information to heart. Integrity, accountability, and respect are core values. We trust and expect you to exercise personal responsibility whenever you participate in social media or other online activities. Remember that there can be consequences to your actions in the social media world n both internally, if your comments violate company policies, and with outside individuals and/or entities.  If you are about to publish, respond, or engage in something that makes you even the slightest bit uncomfortable, don-8t do it.  Also, we encourage you to try to resolve all di

�•erences with an individual, organization, or even the Company through direct communications with the individual, organization, or Company. Remember, the Company has an Open Door policy. It can be used to try to resolve di�•erences with the Company, management, or even your co-workers. We encourage you to try to use the Open Door policy. It works!Nevertheless, if you decide to post complaints or criticism, avoid using statements, photographs, video or audio that are maliciously defamatory, that are obscene, that disparage customers, that attack the Company-8s product, or that might constitute unlawful harassment. Examples of such conduct might include false posts meant to intentionally or maliciously harm someone-8s reputation or posts that could contribute to a hostile work environment on the basis of race, sex, disability, religion or any other status protected by law or company policy.The best practice is to check your facts before posting information or news, and if you make a mistake, correct it quickly. Be open about any previous posts you have altered.  Remember that the Internet archives almost everything and deleted postings can be searched. Never post any information or rumors that you know to be false about the company, fellow employees, customers, suppliers, people working on behalf of the company or competitors.

Carefully read this Social Media Policy, the Equal Employment Policy, the Non-Harassment/Non-Dis-crimination Policy, and the Code of Professional Conduct and ensure your postings are consistent with these policies. Postings that may include maliciously defamatory remarks, unlawful harassment, and threats of violence or similar unlawful conduct will not be tolerated and may subject you to disciplinary action up to and including termination.
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3.6 Privacy

3.7 Personnel Files

Post only appropriate and respectful content

Using social media at work

Retaliation is prohibited

three
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The laws regarding break and meal 
periods are different for each state. 
Consult with an employment attorney 
regarding your state’s laws to make sure 

you provide the required meal and break 
times. 

y
tim
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5.1 General Attendance

5.3 Breaks

SECTION 5

ATTENDANCE
POLICIES 







Most state laws prohibit an employer 
from taking any disciplinary action 
against employees for taking time 
off to vote or serve on a jury. Some 
states even require the time off to 

be granted on a paid basis or 
regulate the employee’s return to 

work date following jury duty. If your 
state requires paid jury/voting time off, or other 
requirements, be sure to provide as much detail as 
possible about your state’s leave provisions.
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Every company, regardless of the 
number of people employed, is 
required to comply with the 
Uniformed Services Employment and 
Reemployment Rights Act. Under the 

Act, employers are prevented from 
taking disciplinary action against an 

employee because of their military status. 
For more information on the USERRA, visit the Depart-
ment of Labor’s website at http://www.dol.gov.
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6.4 Holidays

6.5 Jury Duty Time Off

6.6 Voting Time Off

6.7 Military Leave

6.8 Leave of Absence

six
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SECTION  7

WORK PERFORMANCE
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7.1 Expectations 

7.2 Reviews

2242.28Reviews





Many companies have separate safety 
and health handbooks or policies that 
describe the safety and health 
programs that must be implemented 
to comply with various Occupational 

Safety and Health Administration 
(“OSHA”) standards and regulations. If your 

company must comply with certain OSHA standards, 
then you must have separate written programs describ-
ing how you comply. Please consult OSHA’s website 
(www.osha.gov) or an attorney for additional informa-
tion on safety and health programs your company may 
be required to have. Include the name of the accident 
contact person and the location of safety posters that 
your company is required to post. If you have company 
vehicles, include a section on accident reporting.
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9.1 Workplace Safety 9.2 Workplace Security

-

9.3 Emergency Procedures

The company takes every reasonable precaution to ensure that employees have a safe working environment. Safety measures and rules are in place for the protection of all employees. Ultimately, it is the responsibility of each employee to help prevent accidents. To ensure the continuation of a safe workplace, all employees should review and understand all provisions of the company’s workplace safety policy. Employees should use all safety and protective equipment provided to them, and maintain work areas in a safe and orderly manner, free from hazardous conditions. Employees who observe an unsafe practice or condition should report it to a supervisor or [enter alternate name] immediately. Employees are prohibited from making threats against anyone in connection with his/her work or engaging in violent activities while in the employ of the company. Any questions regarding safety and safe practices should be directed to [enter authorized person’s name].In the event of an accident, employees must notify a supervisor immediately. Report every injury, regardless of how minor, to a supervisor immediately. Physical discomfort caused by repetitive tasks must also be reported. For more information about on the job injuries, refer to the workers’ compensation section of this handbook.Employees should recognize any potential 

fire hazards 

and be aware of fire escape routes and fire drills. Do not block fire exits, tamper with fire extinguishers or otherwise create fire hazards. 

Employees must be alert and aware of any potential dangers to themselves or their coworkers. Take every precaution to ensure that your surroundings are safe and secure. Guard personal belongings and company property. Visitors should be escorted at all times. Report any suspicious activity to a supervisor immediately. In the event of an emergency, dial 911 immediately. If you hear a fire alarm or other emergency alert system, proceed quickly and calmly to the nearest exit. Once the building has been evacuated, only a supervisor may authorize employees to reenter. SECTION 9EMPLOYEE HEALTH AND SAFETY



Even with the disclaimer language 
provided above, it is important to 
conform the benefit plans described in 
the handbook with the company’s 

formal plan documents. It is not 
necessary to provide detailed information 

about the benefit plans in the handbook, but it may be 
helpful to provide general information on the types of 
benefits provided and where employees can find more 
detailed information on the benefits provided.
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10.1 Health Insurance

10.2 Retirement Plan

This handbook contains descriptions of some of our 
current employee benefits. Many of the company’s 
benefit plans are described in more formal plan docu-
ments available from [enter authorized person’s name]. 
In the event of any inconsistencies between this hand-
book or any other oral or written description of benefits 
and a formal plan document, the formal plan document 
will govern.

The company makes group health benefits available to 
eligible employees and their family members. Eligible 
employees are full-time employees who have worked for 
[enter time] months. Part-time employees are eligible if 
they work at least [enter hours] hours per week and have 
been employed for [enter time] months. 

Health benefits are paid in part by the company. The 
remainder of the costs are the employee’s responsibility. 
Employees can receive details about benefits provided, 
contribution rates and eligibility from [enter authorized 
person’s name].  

The company participates in a 401(k) plan so that 
employees may save a portion of their earnings for 
retirement. Regular employees who have worked at least 
[enter hours] for [enter months] are eligible to partici-
pate. Employees may elect to make regular contributions 
to the 401(k) plan up to the maximum amount allowed 
by federal law.

SECTION 10

EMPLOYEE
BENEFITS



Disability insurance is generally not 
required, but if your company 
provides disability benefits, include a 
brief description in your handbook. 
Companies with more than 15 

employees are required to comply with 
the Americans with Disabilities Act, 

including providing reasonable accommodations for 
employees who have a disability. For more informa-
tion about the ADA, visit the ADA home page at 
http://www.ada.gov.
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Workers’ compensation can be required 
and the laws vary from state to state. 
Check with your state workers’ 
compensation agency to determine if 

you are required to carry workers’ 
compensation insurance.  
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10.3 Workers’ Compensation

10.4 Disability Coverage

This section should brießo
characteristics is not necessary. Simply include a basic description of the beneÞrequirements and a contact name. To provide more information about a speciÞÞhandbook or ask the plan administrator for an 
informational booklet to present to eligible employees.Contact [enter authorized person�s name] for detailed information regarding eligibility, employee contributions, 

vesting period or employer contributions. More informa-
tion can also be found in the plan summary description, 
which is available from [enter beneÞname]. If there are any inconsistencies between this 
handbook and any of the Summary Plan Descriptions, 
the Summary Plan Descriptions shall govern. The 
company reserves the right to modify or terminate any 
or all of its retirement beneÞÞproviders at any time with or without notice.As required by law, the company provides workers� compensation beneÞees with work-related injuries or illnesses. Workers� compensation insurance provides coverage to employees who experience job-related injuries or 
illnesses. If an employee is injured or becomes ill as a 
result of his/her job, it is the employee�s responsibility 
to immediately notify a supervisor of the injury in 
order to receive bene
to a supervisor, regardless of how minor it appears. The company will advise the employee of the proce-dure for submitting a workers� compensation claim. If 
necessary, injured employees will be referred to a 
medical care facility. Employees should retain all 
paperwork provided to them by the medical facility. 
Failure to report a work-related illness or injury 
promptly could result in denial of beneÞ

ee�s report should contain as many details as possible, 
including the date, time, description of the illness or 
injury, and the names of any witnesses.A separate insurance company administers the workers� compensation insurance. Representatives of 
this company may contact injured employees regard-
ing their beneÞtion regarding workers� compensation is available 
from [enter authorized person�s name]. 

Disability insurance provides partial paycheck 
reimbursement for times of serious illness or injury 
which leads to total disability. Total disability is deÞ

as the inability to perform any job function as a result of the injury or illness. Employees who have worked for [enter number] months are eligible for disability insurance coverage. To qualify for beneÞof total disability must exceed [enter number] days. Coverage extends for [enter number] days of disability. Employees must exhaust any sick leave beneÞbeing eligible for disability leave coverage. Disability beneÞof an employee�s base salary. Any payments received from workers� compensation or state disability will result in an equal decrease in disability beneÞts. D i s a b i l i t y  b e n e Þ i n g  p r o v i s i o n s .  T h e  e m p l o y e e  i s  r e s p o n s i b l e  f o r  n o t i f y i n g  a  s u p e r v i s o r  o f  h i s  o r  h e r  d i s a b i l i t y ,  e x p e c t e d  d a t e  o f  r e t u r n ,  a n d  t h e  n a m e  o f  h i s  o r  h e r  a t t e n d i n g  p h y s i c i a n .  T h e  c o m p a n y  m a y  r e q u e s t  t h a t  a n  i n d e p e n d e n t  m e d i c a l  p r o v i d e r  p e r f o r m  a n  e x a m i n a t i o n .  I n  a d d i t i o n ,  t h e  c o m p a n y  m a y  r e q u i r e  a  m e d i c a l  r e l e a s e  f o r m  p r i o r  t o  r e t u r n i n g  t o  w o r k .  F o r  m o r e  i n f o r m a t i o n  r e g a r d i n g  d i s a b i l i t y  beneÞt h e r e  a r e  a n y  i n c o n s i s t e n c i e s  b e t w e e n  t h i s  h a n d b o o k  a n d  a n y  o f  t h e  S u m m a r y  P l a n  D e s c r i p t i o n s ,  t h e  S u m m a r y  P l a n  D e s c r i p t i o n s  s h a l l  g o v e r n .  T h e  c o m p a n y  r e s e r v e s  t h e  r i g h t  t o  m o d i f y  o r  t e r m i n a t e  a n y  o r  a l l  o f  the beneÞ Þ w i t h  o r  w i t h o u t  n o t i c e .



Most states require that a terminat-
ed employee receive his or her 
paycheck within a certain number 
of days after termination. Consult 
with an employment attorney to 

determine what your state requires.  
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11.1 Voluntary Termination 

11.2 Final Paycheck

11.3 COBRA Continuation of 
Health Benefits

11.4 Exit Interview
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(Employer Copy – Detach and retain for records)

_________________________________
(Signature of Employee)

__________
(Date)

_________________________________
(Company Representative)

I acknowledge that I have received a copy of the Employee Handbook. I under-
stand that I am responsible for reading the information contained in the Hand-
book. 

I understand that the Handbook is intended to provide me with a general over-
view of the company’s policies and procedures. I acknowledge that nothing in this 
Handbook is to be interpreted as a contract, expressed or implied, or an induce-
ment for employment, nor does it guarantee my employment for any period of 
time. 

I understand and accept that my employment with the company is at-will. I have 
the right to resign at any time with or without cause, just as the company may 
terminate my employment at any time with or without cause or notice, subject to 
applicable laws. I understand my at-will employment cannot be altered by any 
verbal statement or alleged verbal agreement made by company personnel. It can 
only be changed by a legally binding, written contract covering employment 
status.   

I acknowledge that the company may revise, suspend, revoke, terminate, change 
or remove, prospectively or retroactively, any of the policies or procedures of the 
company, whether outlined in this Handbook or elsewhere, in whole or in part, 
with or without notice at any time, at the company’s sole discretion. 

Acknowledgement of Receipt for Employee Handbook


