
5-Step Action Guide to Creating 
Your Own Employee Handbook

This is a free resource from Aspire HR Consulting LLC, to go along 
with Bill Gottlin’s original article:  

Why You Need a Great Employee Handbook

Want to create your own employee handbook?  It may seem 
overwhelming, but with the right organization and materials you can 
do it.  Here are the steps you will want to take in order to create an 
employee handbook that fits the needs of your company or 
organization.

Step 1:  What is my company culture?  

This is the #1 consideration in shaping the policies and benefits in 
your handbook.  To help you answer this question, write down or 
assemble the following information:

a. Mission statement
b. Company history
c. Product/service overview
d. What we believe/who we are/how we talk
e. What is our image to the world (logo/website 

graphics/other branding)

This information should be organized and put in the first section of 
your handbook.

Step 2:  What policies are necessary to protect the company?  

There are numerous federal, state and sometimes local laws that 
need to find a home in your handbook.  In addition, you should 
have an employment “at will” policy stated several times in the 
handbook.  Most of these policies use “boilerplate” language and 
do not require creative writing on your part.  Download our 90+ 
employee policy template or go to the U.S. Department of Labor 

http://wp.me/p6TIdG-4G
http://aspirehrconsulting.com/employee-handbook/
http://aspirehrconsulting.com/employee-handbook/


website and your State Department of Labor website for guidance.  
Here is a checklist of legal policies:

a. Equal employment opportunity statement
b. Anti-harassment/discrimination policy, with complaint 

procedure
c. Americans with Disabilities Act statement
d. Family Medical and Leave Act (FMLA), if applicable
e. Military Leave
f. Progressive discipline and separation of employment 

policies
g. Workplace safety policies – drug-free, bullying, violence, 

OSHA regulations
h. Confidentiality, non-disclosure
i. Conflict of interest
j. Social media use, electronic communications, internet 

use, etc. (no expectation of privacy, confidentiality, etc.)
k. Employment status (salaried/hourly), overtime pay
l. Payment of wages
m. Time reporting
n. Meal/rest periods
o. Employment “at will” statement
p. Acknowledgement of Receipt of Handbook (to be signed 

by employee and returned to you).

Step 3:  What policies reflect your unique company culture?  

Here you have more flexibility to create policies that fit your 
company, such as paid sabbaticals, bring-in-your-dog-Fridays, or 
more ordinary categories such as vacation time. Do you forbid 
relatives of employees to work in the company, or do you 
encourage it?  Here is your chance to express your firm’s culture.

a. Employee classifications (which job categories are
entitled to what benefits)

b. Workplace attire and grooming
c. Office hours
d. Working from home/virtual work
e. Performance and salary reviews
f. Travel and expense reimbursement



g. Paid time off (vacation/sick/personal/PTO days, etc.)
h. Unpaid time off (personal leaves)
i. Jury duty pay/bereavement pay
j. Medical benefits, 401k plan
k. Tuition assistance
l. Employee assistance program

All of these policies are in our Employee Handbook template.

Step 4: Standard Operating Procedures (optional).

Some companies add procedures, for how to access the 
company intranet, use specific software, or answer the 
telephone.  This is optional, I recommend a separate SOP 
manual or online resource to gather this type of information.

Step 5:  Put it all together.  

A well-written employee handbook should be only as long as 
needed to communicate company culture, legal requirements 
and standard policies and benefits.  It should be clear and 
concise and useful.  All employees should receive an employee 
handbook upon hire and whenever there are modifications.  If 
you need help, contact us and we will prepare it for you.  
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