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Welcome Aboard!

Welcome to the [Company Name] family! We're thrilled to have you join our
team. This handbook is your guide to our company culture, policies, and
procedures. We encourage you to read it carefully and refer back to it as
needed. If you have any questions, please don't hesitate to ask your manager or
HR representative.
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Welcome Message

[A personalized message welcoming new employees, highlighting the company's
mission, values, and culture.]

Our Company

e Mission, Vision, and Values: Clearly articulate your company's mission (why
you exist), vision (where you want to be), and core values (guiding
principles).

e History and Culture: Share a brief history of your startup, its journey, and
the unique aspects of your workplace culture.

e Organizational Structure: Provide an overview of your company's
organizational structure, including departments, teams, and reporting lines.



Employment Essentials

Types of Employment: Define the different
types of employment offered by your company,
such as full-time, part-time, contract, and
internship.

Probationary Period: Explain the duration and
purpose of the probationary period, outlining
the expectations and evaluation process.
Work Hours and Attendance: Specify the
standard working hours, expectations for
attendance, and procedures for reporting
absences or tardiness.

Compensation and Benefits: Detail your
company's compensation philosophy, salary
structure, benefits package (including health
insurance, PF, gratuity), bonus eligibility, and
stock options/RSUs (if applicable).
Performance Management: Outline your
performance management process, including
goal setting, feedback mechanisms,
performance reviews, and procedures for
addressing performance issues.

Termination and Resignation: Explain the
procedures for terminating employment, both
voluntary and involuntary, and the notice period
requirements.



Workplace Policies

e Code of Conduct and Ethics: Establish clear expectations
for employee behavior, outlining acceptable and
unacceptable  conduct, ethical standards, and
consequences for violations.

e Equal Opportunity and Anti-Discrimination: Affirm your
commitment to equal opportunity and non-discrimination
based on protected characteristics like gender, race,
religion, caste, disability, etc.

e Harassment Prevention Policy (POSH Compliance):
Clearly define sexual harassment, outline preventive
measures, and establish a robust grievance redressal
mechanism as per the POSH Act.

e Attendance and Leave Policy: Detail the types of leaves
(casual, sick, earned, etc.), eligibility criteria, accrual rates,

~

. e and procedures for requesting and approving leaves.
! : e Remote Work Policy (if applicable): If your startup offers
— a3 ¥ remote work options, outline the eligibility criteria,

expectations for communication and availability,
performance standards, and any other relevant
guidelines.

e Data Privacy and Security: Explain your company's
commitment to protecting employee data, outlining the
measures you take to safeguard personal information and
comply with data protection laws.

e Intellectual Property: Clarify ownership of intellectual
property created by employees during their employment.

e Social Media Policy: Establish guidelines for employee
use of social media, both during and outside of work
hours, to protect the company's reputation and avoid
conflicts of interest.



Additional Information

Dress Code: Specify your company's dress code,
whether it's casual, business casual, or formal.
Employee Expenses and Reimbursement:
Outline the procedures for submitting and
approving expense reimbursements.

Travel Policy: If your employees travel for work,
provide  guidelines on  booking travel
arrangements, expense reimbursement, and
safety protocols.

Training and Development: Highlight the
training and development opportunities
available to employees, such as online courses,
workshops, mentorship programs, or tuition
reimbursement.

Health and Safety: Outline your company's
commitment to providing a safe and healthy
work environment, including policies on
workplace safety, emergency procedures, and
reporting of accidents and injuries.

Grievance Redressal Mechanism: Establish a
clear and accessible process for employees to
raise concerns or complaints, and outline the
steps for resolving grievances in a fair and
timely manner.



Acknowledgement

[Include a section for employees to sign, acknowledging that they have received
and read the handbook and understand its contents.]
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