Introducing Gradience Handbook Manager

A simple, electronic way to
create, edit and print a fully
customized employee
handbook — right from your
desktop in mere hours!
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Welcome to Gradience™ Handbook Manager. Please choose a

policy manual from the Gradience Handhook Manager database that you would like

to edit or create a new policy manual.

Create New Policy Manual

Create From Existing Policy Manual

Edit Existing Policy Manual

Exit Handbook Manager

Handbook Manaqe/r




¥ Gradience Handbook Manager

Policy Manual Reports Preferences Help
[ 7 setup ]

Policy Manual Name

INew Policy Manual

Company Name

How many full-time employees?
| =l

How many full time employees waork within a 75 mile radius?

| -

Step 1 - 5et up Policy Manual
What state will this policy manual apply ta?

I ~| | First, we need to know more about your company. In
Step 2, we'll recommend policies based on this
Information.

Does your company have manual laborers?-
" Yes * No

s this a Government company?- ‘
| " Yes * No [] Don't show thiz message again. “
What is your company's industry or type of business? H d b

= Handbook Manaqer

New Policy Manual m
Draft




¥ Gradience Handbook Manager

Policy Manual Reports Preferences Help

|

1 SetUp ]

Policy Manual Name
lDur Handbook

Company Name

lThis Drganization
How many full-time employees?
|50 - 74 vl

How many full time employees work within a 75 mile radius?
|50 and Over .ll

What state will this policy manual apply to?
|Florida

i~ Does your company have manual laborers?
" Yes * No

s this a Government company?
’ " Yes ¢ No

|

What is your company's industry or type of business?

e—_— = Handbook Manager
Our H::tdbook m
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Policy Manual Select/Edit  Reporks  Preferences  Help

2 Select/Edit

[ Show only Selected  [Checked policies)

= Welcome ~ Welcome to <" INSERT company name

ek ok
=!

=] s Intn:uductlnn & Descriptinn af Cormpary Dear Employee
Descrption of Caompary
=] s Confidential [nformation & Conflict of [nterest Y¥ou and <™INSERT company name™> have made an impartant

v - Lonflict Df'”t?'egt_ _ o decision: The Cnmpany has decided you can contribute to our
v General Confidenhality Obligations A 5 - '|' company name IE g

Step 2 - Edit Policies

e Ant Dizcrimination & Hara
Americans wi Digs

v - Equal Emplymenf  POliCIES We recommend are checked off foryou A} ks
v - Languages Spokgq il be next to policies that are state-specific. You bu start working here,
v (&) Poliey Pohibiing - myave | ncheck policies you do not wish to include, a5 pmpany name™> and
- Employment at Wil well as drag-and-drop checked policies to rearrange  frt and you will play a
v 1Y
g — Compensation & Wark S arder. '
- attendance & Purd Review egach policy and copy/paste your own
i gf'e”a“lff”m“”“‘ company-specific information. Just click on the Edit
% - Chi button. In Step 3, you'llfill in the inserts, so don't
[ - Flesible Work Hof @Ccidentally delete amnything that looks like this:

General Paw Inforr} &% S RTH#% bok based on changes in

Edit Palicy

[] Don't show this message again.
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Policy Manual Select/Edit  Reporks  Preferences  Help

2 Select/Edit |

[ Show only Selected  [Checked policies)

- Welcome to <" INSERT company name"™" " ">!

Dear Tearn Mermbed

e Confidential Information & Conflict af Interest

fou and <" INSERT company name™ ™= have made an important
Conflict of |nterest

decision: The Company has decided you can contribute to our

Edlt the Content V|a. success, and youwe decided that <™ INSERT company name™ = is

the arganization where you can pursue yaur career productively and

Edit Policy. tly.

Equal Employment Tpportuniy Folicy
v Languages Spoken at Wwiark
[w IZE‘.I Folicy Prokibiting Harazzment and Dizcrimination
=] e Employrment at will
[ E mployrnent Al
=] s Compenzation & Work Schedule
[w Attendance & Punctualiby
Bonusz Compenzatian Edit Palicy
W (5) Breaks
r Child Support Reparting Aequirements
[ Flexible Worlk, Hours & Telecommuting Best Practice Tip

General Pav [nformation b
[ | *

We helieve we've made the right decision, one that will result in a
mutually profitable relatiofeskly. The minute you start working here,
you hecome an integral part of < SERT company name™ ™= and
its future. Ewery job in our company is | ant, and you will play a
key role in the continued growth of our campany.

Folicy changes should be made to the handbook based on changes in

Our Handbook

Draft




Ele  Edi

AEN

i

Inserk Farmat

ENENENEN NN RN

[Mormal]

- il -0 ~|B 7 uUlE] = i= (102 v | 9 [

3

R

- S o S
L

,__
r.
!
.

1 1
L L L L L L

L

When you click Edit Policy, you get this screen.

Edit as you normally edit documents.

Ao oheote e
=!

Welcome to <****INSERT company name
Dear Team Member:

You and < FINSERT company name™ ™= have made an important decision: The Company has decided
you can cantribute to our success, and youve decided that <™ INSERT company name™= ig the

organization where you can pursue your career productively and enjoyahbly.

We believe wee each made the right decizion, one that will result in a mutually profitable relationship.
The minute you start working here, you become an integral part of <" INSERT company name™ > and
its future. Every job in our company is important, and you will play a key rale in the continued growth of
our company.

As you will quickly discover, our success is based on delivering high-guality products and providing
unsurpassed customer service. How do we do it? By waorking very hard, thinking about our custormers'
needs, and doing whatever it takes. YWe do it by treating each other and customers with respect. Ye do it
by acting as a teamn.

Should you have any questions concerning this handbook, your employment or benefits, please feel free
to discuss themn with your supervisor or manager.

Again, welcomel

[This handbook replaces all previous handbooks and supersedes all earlier oral and wwitten materials about Company policies and
procedures. <***|NSERT company name**** = reserves the right to change, add or delete benefts and pdicies as necessary.

This handbook does not create a contract for employment for any specified period or definite

(>
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Select text.

Welcome to <"**"INSERT company name****>!

Dear Team Member:

fou ani ISERT comp:

We believe wee each made the right decizion, one that will result in a mutually profitable relationship.
The minute you start working here, you become an integral part of <" INSERT company name™ > and
its future. Every job in our company is important, and you will play a key rale in the continued growth of
our company.

As you will quickly discover, our success is based on delivering high-guality products and providing
unsurpassed customer service. How do we do it? By waorking very hard, thinking about our custormers'
needs, and doing whatever it takes. YWe do it by treating each other and customers with respect. Ye do it
by acting as a teamn.

Should you have any questions concerning this handbook, your employment or benefits, please feel free
to discuss themn with your supervisor or manager.

Again, welcomel

[This handbook replaces all previous handbooks and supersedes all earlier oral and wwitten materials about Company policies and
procedures. <***|NSERT company name**** = reserves the right to change, add or delete benefts and pdicies as necessary.

This handbook does not create a contract for employment for any specified period or definite
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Alter justification.

Welcome to <"*"*'INSERT company name****>!
Dear Team Member:

o ant SERT comp:
you can contribute to our su

organization where you can pursue your career productively :

We believe we'e each made the right decision, one that will result in a mutually profitable relationship.
The minute you start working here, you become an integral part of <"INSERT company name™ ™= and
its future. Every job in our company is important, and you will play a key role in the continued growth of
our company.

Az you will quickly discover, our success is based an delivering high-guality praducts and providing
unsurpassed customer service. How do we do it? By warking very hard, thinking about our customers’
needs, and doing whatever it takes. Ve do it by treating each other and customers with respect. ¥We do it
by acting as a team.

Should you have any questions concerning this handbook, your employment or benefits, please feel free
to discuss thern with your supervisor or manager.

Again, welcomel

[Thiz handbook replaces all previous handbooks and supersedes all earlier oral and wwitten materials about Company policies and
procedures. =***NSERT company name*** = reserves the right to change, add or delete benefts and pdicies as necessary.

This handbook does not create a contract for employment for any specified period or definite
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Change the font.

Welcome to <"**"INSERT company name****>!

Dear Team Member:

important decision: The
and you'w ded that
tion where wyou can pursus your

We believe wewe each made the right decision, one that will result in a mutually profitable relationship.
The minute you start working here, you become an integral part of < INSERT company name™ > and

its future. Every job in our company is impoartant, and you will play a key role in the continued growth of
our company.

Az you will quickly discover, our success is based on delivering high-guality products and providing
unsurpassed customer service. How do we do it? By waorking very hard, thinking about our custormers'

needs, and doing whatever it takes. YWe do it by treating each other and customers with respect. Ye do it
by acting as a team.

Should you have any gquestions concerning this handbook, your employment or benefits, please feel free
to discuss thern with your supervisor or manager.

Again, welcome!

[Thizs handbook replaces all previous handbooks and supersedes all earlier oral and wwitten materials about Company policies and
procedures. =***NSERT company name**** = reserves the right to change, add or delete benefts and pdicies as necessary.
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Welcome to <"**"INSERT company name****>!

Dear Team Member:

ah important decision: The
and you'we decided that

¥TOUul CAan pursuse your

cess,

tion

where

We believe we'e each made the right decision, one that will result in a mutually profitable relationship.
The minute you start working here, you become an integral part of <" INSERT company name™™ = and
its future. Every job in our company is important, and you will play a key role in the continued growth of
our company.

Az you will quickly discover, our success is based an delivering high-guality praducts and providing
unsurpassed customer service. How do we do it? By warking very hard, thinking about our customers’
needs, and doing whatever it takes. “We do it by treating each other and customers with respect. YWe do it

by acting as a team.

Should you have any questions concerning this handbook, your employment or benefits, please feel free
to discuss them with your supervisor or manager.

Again, welcome!

[This handbook replaces all previous handbooks and supersedes all earlier oral and wwitten materials about Company policies and
procedures, =***4NSERT company name**** = reserves the right to change, add or delete benefts and pdicies az necessary. v
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¥ Gradience Handbook Manager

Policy Manual Select/Edit  Reporks  Preferences  Help

2 Select/Edit |

[ Show only Selected  [Checked policies)

- Welcome to <" INSERT company name"™" " ">!

Oear Tearn Mermber:

e — Confidential Information & Conflict of Interest cu and <**%*%*INSERT company nane*%%%: hawve mnade an
rd Conflict of Interest inportant decision: The Company ha=s decided wou
W - General Confidentiality Obligations an contribute to our success, and you'we decided
Employee Heightened Confidentiality Palicy hat . {*?**IHSEET COMpany DLANSIHERAE > 1= the
T rganization where wvou cCan pursus vVoOur CAaresr

L Anti Dizcrimination & Harazzment roductively and enjovably .
Armericang wy Dizabilities Act

v - Equal Emplayment Opportunity Palicy We helieve we've dach made the right decision, one that will result in a

v - Languages Spoken atWork rnutually profitabled relationship. The minute you start working here,

v (5 Policy Prohibiting Harazsment and Discrimination you become an infegral part of <™ INSERT company name™™= and
e Emplayment at /il its future. Ewery jpbin our company is important, and you will play a

v o Emplayment At key role in the cofitinued growth of our company.
=] s Compenzation & Work Schedule

Changes in font and justification are evident. Edit Palicy

} Child Suppart Reporting Reguirements Policy Comments

Flexible ‘work, Hours & Telecommuting Best Practice Tip
ieneral Bay lnfamation Palicy changes should be made to the handbook based on changes in

Our Handbook

Draft




¥ Gradience Handbook Manager

Policy Manual Select/Edit  Reporks  Preferences  Help

2 Select/Edit

[ Show only Selected  [Checked policies] Policy Prohibiting Haraszment and Discrimination

=] whelcome < INSERT company name™ = strives to maintain an environment
W o WWElcome free from discrimination and harassment, where emplayees treat each
S Intraduction & Description of Company ather with respect, dignity and courtesy.
Description of Compary
e Confidential Information & Conflict of Interest This policy applies to all phases of employment, including but not
[w - Conflict of Interest limited ta recruiting, testing, hiring, pramoting, demaoting, transferring,
v - General Confidentiality Obhgations laying off, terminating, paying, granting henefits and training.
Emploves Heightened Confidentiality Palicy
R At Discriminati

s State specific policies are easily identified. @

employment, or our customers. Discriminatory conduct or conduct
characterized as harassment as defined below is prohibited.

The term harassment includes, but 15 not limited to, slurs, jokes, and
other werbal or physical conduct relating to a person's gender {including

Attendance & Punctualiby
Bonusz Compensation Edit Policy
v (5) Breaks

r Child Suppart Reporting Reguirements Policy Comments

B Flexible Worlk, Hours & Telecommuting Note _|

General Pav [nformation b

Employers cannot discriminate against employees ar applicants based ,:

Our Handbook m
Draft
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Policy Manual Select/Edit  Reporks  Preferences  Help

2 Select/Edit

[ Show only Selected  [Checked policies] Employee Heightened Confidentiality Policy

e WWelcome | |Employee acknowledges that hefshe will receive or have access to
W e Welcome "Confidential Information” (as hereinafter defined) during the course of
—|= Introduction & Description of Company histher employment with <" IN3ERT company name™=. In
Description of Company consideration of Employee's employment andfor continued
=+ Confidential Information & Conflict of Interest employment with the Company, and the compensation now and
[ - Conflict of Interest hereafter paid to Employee by Company, Employee agrees to the
General Confidentialty Obligations following:
Employes Heightened Confidentiality Policy

Optional policies are available but are unchecked.

- Lahguages spoken atwork hame™='s business, including but not limited to, the whole or any
v (5 Policy Prohibiting Harazsment and Discrimination portion or phase of any:
=] e Employrment at will
v - Emplayrnent AWl (a) scientific or technical infarmation concerning <™ INSERT
e Campenzation & Waork Schedule company name™"="s products and services; trade secrets as defined  «
[w Attendance & Punctualiby ———————————
Bonusz Compenzatian Edit Palicy
W (5) Breaks
r Child Suppart Reporting Reguirements Policy Comments
[ Flexible Worlk, Hours & Telecommuting
General Pav Information

Our Handbook

Draft
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Policy Manual Select/Edit  Reporks  Preferences  Help

2 Select/Edit |

[ Show only Selected  [Checked policies) Conflict of Interest

e Welcame ~ |[Emp
[ o Welcome migh

=] Introduction & Dezcrption of Cormpaty =+ CI ICk an d d rag pOI IC I eS

Descrption of Caompary T

al Tntormnation & ConkhcEart /wher into neW pOSItiOnS-

Conflict of Interest
General Confidentiality Obligations Examples of potential conflict situations include:
mpla i rfdentiality Policy
= Aniti Dizerimination & Harassment . Having a financial interest in any business transaction with
amenicans w/' Dizabilities Act < INSERT company name™ =
v - Equal Employment Opparturity Policy Owning or having a significant financial interest in, or other
v - Languages Spoken atWork relationship with, a <" INSERT company name™""=
v (5 Policy Prohibiting Harazsment and Discrimination competitor, customer ar supplier, and
= Emniplapment at il Accepting gifts, entertainment or other benefit of more than a
v - Employment ALl norninal value from a <™ INSERT company name™:

S Campensation & Waork, Schedule competitor, customer or supplier,
[w Attendance & Punctualiby ———————————

Bonusz Compenzatian Edit Palicy
W (5) Breaks
r Child Suppart Reporting Reguirements Policy Comments
[ Flexible Worlk, Hours & Telecommuting

General Pav Information

Our Handbook

Draft
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Policy Manual Select/Edit  Reporks  Preferences  Help

2 Select/Edit |

[ Show only Selected  [Checked policies) Conflict of Interest

e Welcame Ernp
[ Welcome righ

=] s [ntroduction & Dezcription of Campaty ERAN CO nfl ICt Of I nte reSt IS n OW

Descrption of Caompary T

al Tntormnation & ConkhcEart whetr in the Second pOSitIOn-

Examples of potential conflict situations include:

Conndentiality Palicy
= Aniti Dizerimination & Harassment . Having a financial interest in any business transaction with
amenicans w/' Dizabilities Act < INSERT company name™ =
v - Equal Employment Opparturity Policy Owning or having a significant financial interest in, or other
v - Languages Spoken atWork relationship with, a <" INSERT company name™""=
v (5 Policy Prohibiting Harazsment and Discrimination competitor, customer ar supplier, and
= Emniplapment at il Accepting gifts, entertainment or other benefit of more than a
v - Employment ALl norninal value from a <™ INSERT company name™:

S Campensation & Waork, Schedule competitor, customer or supplier,
[w Attendance & Punctualiby ———————————

Bonusz Compenzatian Edit Palicy
W (5) Breaks
r Child Suppart Reporting Reguirements Policy Comments
[ Flexible Worlk, Hours & Telecommuting

General Pav Information

Our Handbook
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Policy Manual  Edit Inserts  Reports  Preferences  Help

[ 3Editlnserts l

v Show all policies Palicy Prohibiting Harassment and Discrimination

- % At Discrimination & Harazsment F
= & Policy Prokibiting Harassment and Discririnaticleg (=1 e RO A} 8 [ E-T 8§

Fersonalize your Folicy Manual with specific

L/ Emplogment atvail information. Folicies with pencils have inserts to be

S Employment A completed, ones with checkmarks are done.
v ==|MSERT one Company officer, such a

- Compensation & Work Schedule
ar't zhowe thiz meszage again.
v <= NSERT number of minutes allowed | D = 9= ag

v o==MSERT number of minutes allowed f;'m /
v Pay Schedule

v ==NSERT Contraller or other department™=;
v Performance Evaluations

v o= NSERT interval or timetable for reviews™=
v Performance Reviews and 5ala Increases

v CINSERT interval for salary reviews™ Previous Ingert Mext Inzert 42 of 43 Completed Edit Inzerts
v “work Eligibility Fecords

v ==NSERT the human resources department o Policy Comments

Wwiork H
v ok Hours Note

<==|NSERT beginni d endi k. tirmes™ W L : : =
¢ v Englng e — Imeg} — |Employers cannot discriminate against employees or applicants based

<> Our Handbook P
Diraft

INSERT designated individual
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Policy Manual  Edit Inserts  Reports  Preferences  Help

[ 3Editlnserts l

Show all palicies Policy Prohibiting Harassment and Discrimination

v &nti Dizcrimination & Harassment
=¥ Policy Prohibiting Harassment and Discriminaticey (=] 6 BN E [} 8 [ ET-T g £

Fersonalize your Folicy Manual with specific

V' Emplopment at wil Information. Policies with pencils have inserts to be

S Employment A completed, ones with checkmarks are done.

v ==|MSERT one Company officer, such a
- Compensation & Work Schedule

an't show thiz message again.
v o==|NSERT number of minutes allowed | D = d= ag

v o==MSERT number of minutes allowed f;'m /
v Pay Schedule

v ==NSERT Contraller or other department™=;
v Performance Evaluations

v o= NSERT interval or timetable for reviews™=
v Performance Reviews and 5ala Increases

v CINSERT interval for salary reviews™ Previous Ingert Mext Inzert 43 of 43 Completed Edit Inzerts
v “work Eligibility Fecords

v ==NSERT the human resources department o Policy Comments

Wwiork H
v ok Hours Note

<==|NSERT beginni d endi k. tirmes™ W L : : =
¢ v Englng e — Imeg} — |Employers cannot discriminate against employees or applicants based

<> Our Handbook P
Diraft
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Policy Manual  Wiew [ Publish  Reports  Preferences  Help

4 view/publish

5 I .

This Organization
Our Handbook

gradience“
HEEB

Your Handbook will not initially have a logo.

m Our Handbook
Draft
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Folicy Manual  Wiew [ Publish  Reporks  Belyaasesasr

Reload Palicy Fram Criginal Template " "
| 4 viewpublisn |
Check for Updates

Auto Update Settings . . .5 . ! . B

Automatic Updates

rvond «| To acquire a logo.

Set Defaulk Title Page Logo

nis vurganization
Our Handbook

gra dience
HEEBE
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Policy Manual  Wiew | Publish  Reports  Preferences

| 4 view/publish |
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Select Default Title Page Logo

To acquire a logo.

Look in: | I} Images

D

My Recent T di
Documents gradience gradience

F"_'.'

L

Desktop Logo Black. IPiG

Dimensions: 312 x &7
Tvpe: JPEG Image

.___}' Size: 10.4 KB .
My Documents g l‘ﬂd Ience

3

mmonteith on
ECMMOMTEITH

ED Metwork  File name: |Loga White.JFG = Open |
Filez of type: |.-'l‘-.II [*.ipg.” jpeg;” brmp;" oo emf” wmf] ﬂ Cancel
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Our handbook 1s now finished!

Let’s see how it looks.
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Policy Manual  Wiew [ Publish  Reports  Preferences  Help

| 4 view/publish |
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View the result.

Em ployee Handboo

New Designation
is Organization!

Crear Team b em ber:

¥ou and This Organization have made an important decision:  The
Company has decided you can contribute to our success, and you'we
decided that This 0Organizaticn is the organizaticon where wou can
pursue your career productively and enjowahbly.

We helieve we've each made the right decizion, one that will result ina mutually profitable relationship. The minute
vou start working here, vou become an irtegral part of This Organization and its future. Ewery job in our company
iz impotant, and you will play a key role in the continued grosth of our company.

Az vou will guickly dizcover, our success iz based on delivering high-guality product s and providing unsurpassed
customer service, How do we do it? By working very hard, thinking about our customers' needs |, and doing
whatever it takesz. We doit by treating each other and custom ers with respect. We do it by acting as a team .

Should won have any foestinns concernine this handbook  woor emalowvim et ar henefits nless e fesl fresto discoss

Our Handbook

Draft
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| 4 view/publish |

- - ﬁ

View the result.

Em ployee Handboo

New Font and now Justified
Welcome to This Opganization!

Crear Team b em ber:

¥ou and This Organization have made an important decision:  The
Company has decided you can contribute to our success, and you'we
decided that This 0Organizaticn is the organizaticon where wou can
pursue your career productively and enjowvably.

We helieve we've each made the right decizion, one that will result ina mutually profitable relationship. The minute
vou start working here, vou become an irtegral part of This Organization and its future. Ewery job in our company
iz impotant, and you will play a key role in the continued grosth of our company.

Az vou will guickly dizcover, our success iz based on delivering high-guality product s and providing unsurpassed
customer service, How do we do it? By working very hard, thinking about our customers' needs |, and doing
whatever it takesz. We doit by treating each other and custom ers with respect. We do it by acting as a team .

Should won have any foestinns concernine this handbook  woor emalowvim et ar henefits nless e fesl fresto discoss

Our Handbook

Draft
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Folicy Manual

Wiew | Publish  Reports  Preferences  Help

s

Welcome
Wealcome
Indroduction & Description of Company

Descnption of Company

Confidential Information & Conflic t of Inderest
eneral Confidentiality Obliz abons

_onflict of Interest \
Axdi Dizcrmumation & Harassmend

& meric ans wi Disabilities 4ot

Equ al Employment O ppottumty Policy

Languages Spoken at Wodk

Policy Prolibiting H arassment and Discrimination
E nployment at Will

Employment At-Will
Conp ensation & Wo rk Schedule

A ttendance & Panctaality

Bonus Compens ation

Breals

Child Support Eeporting Eequitke ments

(reneral Pay Information

e rtirme

Pay Schedule

Pedonnance Evaluations

Petfonnance Eeviews and Salary Incwe ases
Salawy Deduction Policy for Exempt Enployees

Timekesmans Enles for Hon-Ereamnt Emnlowees

| 4 view/publish |
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pictures including catoons and vulgar e-mail messages,; and

any uninvited physical contact or touching, such as patting, pinching ar repeated brushing against
anothet's body.

Such conduct may constitute sexual harazsment reqardless of whether the conduct iz between memberz of
management, between managem ent and staff employees, between staff employvees, or directed at emplovees by
nonem ployvees conducting business with the Company, regardles s of gender.

H arassment by Honemployees New Desi g nations

This Organization will alzo endeavar to protect employees, tnmaxtent possible, from reported harassment by
nonem ployees in the work place, including custamers, clierts and suppliers.

Complaint Procedure and Investigation

Any employees who wizhes to report a pozsible incident of sexual harazsment or other unlawiul harassmert or
disctimination should promptly report the matter to Molly Peterson. Ifthat person iz not available, or you believe it
would be inappropriate to contact that person, contact . or ..

Thiz Organization wdill conduct & prompt investigation ss confidentislly az possible under the circum stances .

E mployees who raize concerns and mak e reports ingood faith can do so without fear of reprizal, at the zame time,
employees have an obligation to cooperate with This Organization in enforcing this policy and investigating and
remn edying complaints .

Arvone found to have engaged in such swrongful behavior will be zubject to appropriate dizcipling, which may
include termination.

P ctaliation

Our Handbook

Draft




