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INTRODUCTION IV. TIMEKEEPING/PAYROLL

Title Page Timekeeping
Table of Contents Paydays
Welcome Message Pay Advances
Introductory/Legal Disclaimers Administrative Pay Corrections
Employee Acknowledgement Form Pay Deduction & Setoffs
Business Description
Organizational Chart

V. WORK CONDITIONS AND HOURS

I. GENERAL EMPLOYMENT Safety
Work Schedules

Employee Relations Use of Internet & Electronic Mail Systems
Equal Employment Opportunity Use of Phone, Voice Mail & Mail Systems; Visitation
Hiring of Relatives Smoking
Pre-Employment Physical Examinations Meal Periods
Immigration Law Compliance Overtime
Conflict of Interest Use of Equipment & Vehicles
Outside Employment (Moonlighting)
Confidential Information

VI. LEAVES OF ABSENCE

II. EMPLOYMENT STATUS AND RECORDS Unpaid Medical Leave
Unpaid Personal Leave

Employment Categories Family Leave
Personnel Files Educational Leave
Employment Applications & Reference Checks Military Leave
Personnel File Data Changes Maternity-Related Absences
Orientation Period
Performance Evaluations
Employment Termination VII.EMPLOYEE CONDUCT AND DISCIPLINARY
Layoffs   ACTION
Resignation
Return of Property Employee Conduct & Work Rules
Employment Status of Individuals with Drug and Alcohol Use
  Life Threatening Diseases (AIDS) Sexual  Harassment

Attendance & Punctuality
Security Inspections

III.EMPLOYEE BENEFITS PROGRAMS Solicitation, Posting & Distribution of Literature

Employee Benefits
Insurance Benefits
Vacation Benefits INDEX
Holidays
Workers Compensation Insurance
Sick Leave Benefits
Bereavement Leave
Education and Training
Jury Duty
Witness Duty
Time Off to Vote
Severance Pay
Child Care Benefits
Relocation Benefits


