
Employee Policy Template 

1. Introduction 

This Employee HR Policy outlines the guidelines, expectations, and procedures that govern 

the workplace environment at [Company Name]. Our goal is to foster a productive, 

respectful, and inclusive workplace where employees can thrive. This document applies to all 

full-time, part-time, and temporary employees. 

2. Code of Conduct 

2.1 Professional Behavior 

Employees are expected to act professionally, treat colleagues with respect, and adhere to 

ethical standards in all interactions. 

 Maintain a positive and collaborative attitude. 

 Avoid discrimination, harassment, or any behavior that creates a hostile work 

environment. 

 Protect company property and confidential information. 

2.2 Dress Code 

Employees should dress in a manner appropriate for their role and the workplace 

environment. 

 Business casual attire is required for office-based roles unless otherwise specified. 

 Specific departments (e.g., manufacturing, lab work) may require uniforms or safety 

gear. 

3. Work Hours and Attendance 

3.1 Standard Work Hours 

 The standard workweek is 40 hours, typically Monday through Friday, 9:00 AM to 

5:00 PM, unless otherwise specified by department or role. 

 Flexible work arrangements or remote work may be available, subject to manager 

approval. 

3.2 Attendance 

 Employees must report to work on time and notify their supervisor in advance of any 

absence or tardiness. 

 Excessive unexcused absences or tardiness may result in disciplinary action. 

4. Leave Policies 



4.1 Paid Time Off (PTO) 

 Full-time employees accrue [X] days of PTO per year, prorated based on hire date. 

 PTO can be used for vacation, personal time, or illness. 

 Requests for PTO must be submitted at least [X] days in advance and approved by a 

supervisor. 

4.2 Sick Leave 

 Employees are entitled to [X] days of paid sick leave annually. 

 Sick leave may require a doctor’s note for absences exceeding [X] consecutive days. 

4.3 Parental Leave 

 Eligible employees may receive up to [X] weeks of paid parental leave for the birth or 

adoption of a child. 

 Additional unpaid leave may be available per applicable laws. 

4.4 Other Leaves 

 Bereavement leave: Up to [X] days for the loss of an immediate family member. 

 Jury duty: Paid leave for required jury service, with proper documentation. 

5. Compensation and Benefits 

5.1 Payroll 

 Employees are paid [weekly/bi-weekly/monthly] via direct deposit. 

 Overtime pay for non-exempt employees follows applicable labor laws. 

5.2 Benefits 

 Health insurance: Eligible employees may enroll in company-sponsored medical, 

dental, and vision plans. 

 Retirement plan: [Company Name] offers a [401(k) or equivalent] with [X]% 

employer match, subject to vesting schedules. 

 Other benefits: Life insurance, disability coverage, and employee assistance programs 

are available. 

6. Performance and Discipline 

6.1 Performance Reviews 

 Employees receive annual performance reviews to discuss achievements, goals, and 

development opportunities. 

 Reviews may impact promotions, raises, or bonuses. 

6.2 Disciplinary Action 



 Violations of company policies may result in verbal warnings, written warnings, 

performance improvement plans, or termination. 

 Examples of violations include policy non-compliance, unethical behavior, or poor 

performance. 

7. Anti-Discrimination and Harassment 

 [Company Name] is committed to a workplace free of discrimination and harassment 

based on race, gender, age, religion, disability, or any other protected characteristic. 

 Employees must report incidents to HR immediately. All reports will be investigated 

promptly and confidentially. 

8. Workplace Safety 

 Employees must follow all safety protocols and report hazards or incidents to their 

supervisor or HR. 

 Safety training is mandatory for applicable roles. 

9. Remote Work Policy 

 Remote work is permitted for eligible roles with manager approval. 

 Employees must maintain productivity, adhere to work hours, and ensure a suitable 

work environment. 

10. Termination 

10.1 Voluntary Termination 

 Employees should provide at least [X] weeks’ notice for resignation. 

 An exit interview may be conducted to gather feedback. 

10.2 Involuntary Termination 

 Termination may occur due to performance issues, policy violations, or business 

needs. 

 Severance pay, if applicable, will be determined based on company policy and 

applicable laws. 

11. Confidentiality and Data Protection 

 Employees must protect sensitive company information, including client data, trade 

secrets, and proprietary materials. 

 Unauthorized disclosure may result in disciplinary action or legal consequences. 

12. Policy Acknowledgment 



 All employees must review and acknowledge this policy upon hire and annually 

thereafter. 

 Updates to this policy will be communicated to all employees. 

 

For questions or clarifications, contact the HR Department at [HR email or phone number]. 

 


