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1. Overview

Employees are some of the most valuable resources that a company has, and can contribute substantially 
to the success of a business. Conversely, poor employee performance or behavior can lead to a decrease 
in product quality, customer satisfaction, and commercial achievement. Managing employee behavior is 
essential to a company’s growth and longevity and a written employee handbook is a key component of 
that management.

Employee handbooks inform employees about company policies, procedures, and practices, and can 
communicate standards of performance and conduct. In some cases, they are a new employee’s first 
inside impression of a company. If well-constructed, it can start the employment relationship off on the 
right foot and can also serve as an important tool to avoid employee lawsuits. Although state and federal 
laws sometimes require that policies and procedures be posted on bulletin boards or other public places, 
distributing a handbook to all employees ensures that the company’s critical standards are accessible to 
all, and that each employee will have a handy reference when questions arise.

The enclosed document provides an acknowledgment of an employee’s review and understanding of the 
handbook he or she received. This can serve to prevent future disagreements and misunderstandings, 
and can build the framework for a long-lasting employment relationship.

2. Dos & Don’ts Checklist

	 It’s a good idea to set aside time and allow your employee to read the handbook during the 
orientation process, or to provide an extra thirty minutes at a break during the first week for this 
specific purpose.

	 The form provided does not ask your employees to indicate that they have already read the 
handbook. It does provide that the employees understand that their employment is “at-will” (i.e., 
can be terminated at any time). By limiting what you are asking your employees to swear to, you 
are allowing them to answer honestly and can create a positive atmosphere on their first day at 
work.

	 An acknowledgment form offers essential protection against lawsuits. It prevents employees from 
arguing that they did not know about your company’s at-will employment policies. 

	 Although it is generally not required, it may be a good idea to put the acknowledgment at the 
beginning of the employee handbook. If your employees are aware of the importance of the 
handbook, this can help to ensure that they actually read it. 

	 Make several copies of the signed acknowledgment, and give one to the employee at the end of 
your discussion. Place an additional signed copy in that employee’s personnel file.

	 Insert the title of the person who has the authority to make changes to contracts or alter the at-will 
status of an employee. This will usually be someone like the “President” of your company. Using a 
title rather than an individual’s name will limit revisions of your handbook at a later date.
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	 Keep copies of every employee handbook revision you make. Get signed acknowledgment forms 
for each employee covered under each version. If the changes to the handbook are substantial, 
consider asking existing employees to sign an acknowledgment of those revisions.

DISCLAIMER

LegalZoom is not a law firm. The information contained in the packet is general legal information and should not be construed as legal 
advice to be applied to any specific factual situation. The use of the materials in this packet does not create or constitute an attorney-client 
relationship between the user of this form and LegalZoom, its employees or any other person associated with LegalZoom. Because the law 
differs in each legal jurisdiction and may be interpreted or applied differently depending on your location or situation, you should not rely 
upon the materials provided in this packet without first consulting an attorney with respect to your specific situation.

The materials in this packet are provided "As-Is," without warranty or condition of any kind whatsoever. LegalZoom does not warrant the 
materials' quality, accuracy, timeliness, completeness, merchantability or fitness for use or purpose. To the maximum extent provided by 
law, LegalZoom, it agents and officers shall not be liable for any damages whatsoever (including compensatory, special, direct, incidental, 
indirect, consequential, punitive or any other damages) arising out of the use or the inability to use the materials provided in this packet.
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Form Sample


