A. Employment Policies 

· Anniversary Date - address any special activities/promotions connected with employee's anniversary date 

· Aptitude & Ability Tests - define and address pre-employment testing and/or testing required for specific job descriptions 

· At Will Employment - define and address that each employee is an "At Will" employee, which means that they can be terminated from employment if the administration deems necessary 

· Bonding Requirement - define and address: are employees required to be bonded 

· Business Hours - hours of business operation 

· Confidential Information - define and address the handling of confidential information. Administrative actions regarding violation of confidential information 

· Credit Investigation - define and address character reference via credit investigation 

· Customer Relations - define and address company policy concerning refunds, customer satisfaction, refer customer relations problems to whom (recommendation - VP Sales, Director of Sales) 

· Driver's License & Driving Record - define and address, if relevant 

· Equal Employment Opportunity - define and address company policy pertaining to EEO 

· Former Employees - define and address policy on contacting former employees for consulting purposes - who approves the contact 

· Harassment - define and address policy on harassment procedures for employees who feel that they are victims of harassment -- administrative action regarding harassment issues. 

· Health Examinations - define and address any health exams required for employment or insurance benefits 

· How You Were Selected - address hiring criteria 

· Introductory Period - define and address period of time allowed for employee to receive an introduction to the company 

· Job Descriptions - define each job description 

· Knowledge of XYZ Inc. - address expectation of employees to be familiar with the company for which they work 

· Non-Compete Agreement - define and address employment with competitor restrictions 

· Outside Employment - define and address restrictions for outside employment (can't interfere with current job obligations) 

· Probationary Period - define and address probationary period (past practice - every employee is on probation for one year), address right to be terminated during period of probation 

· Proof of U.S. Citizenship and/or Right To Work - define - address types of documentation required for proof of citizenship and/or right to work (U.S. birth certificate, social security card, immigration card) 

· Relatives - define - address any restrictions for hiring of relatives 

· Salesperson Agreement - address commission structure, product departmentalization (allow cross selling?-Can employees sell product outside of their department?) 

· Security Checks - define - address random package checks and other checks deemed necessary to rule out employee theft 

· We Need Your Ideas - address opportunities for employees to provide suggestions for improvements within the business (suggestion box) 

