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EMPLOYEE HANDBOOKS  
& POLICY DEVELOPMENT 

 
WHY HAVE EMPLOYEE HANDBOOKS AND POLICIES? 
 
As businesses grow and expand, 
previous informal face-to-face 
methods of communicating 
company policies cannot 
guaranty that each employee 
receives the same messages 
about rights, policies and 
benefits.  Also, supervisors and 
managers frequently need a 

reference in their efforts to 
communicate with employees 
about company expectations, 
workplace rules and employee 
benefits. Handbooks and policies 
provide a forum for company 
supervisors to deliver consistent 
and positive messages to 
employees. 

 
EFFECTIVE HANDBOOKS: 
 

♦ Contain appropriate disclaimers to help prevent expensive legal 
problems; 

♦ Are written in clear reasonable language; 
♦ Include legally-required policies that are comprehensive, yet to the 

point; 
♦ Outline company expectations for employees; 
♦ Highlight the company’s history and role in its industry and community; 
♦ Can aid the recruitment process to attract new employees; and 
♦ Provide employees with a sense of comfort -- they know what to 

expect. 
 
OUR APPROACH: 
 
Lake Associates, Inc.’s human 
resource consultants work together 
with your company’s professional 
staff to achieve organizational goals.  
We will learn about the values of 
your organization and incorporate 
them into the fiber of our services 
and deliverables.  We bring the 

focus and attention to your project 
that daily life in a busy organization 
does not permit your staff.  And we 
have the resources and expertise to 
do the job right.  We create 
employee handbooks and policies 
every day. 



CUSTOM EMPLOYEE HANDBOOK SERVICE 
 

♦ Individual one-on-one services from an experienced and certified human 
resource professional.  We will meet with your company representatives to 
decide together your company’s employment philosophy, the tone and 
messages you wish to deliver and the contents and topics you want covered. 

 
♦ Review of your existing employee handbook to insure that it is current, in 

compliance with state and federal regulations, complete, easy to read and 
comparable with the area and industry. 

 
♦ If you are a multi-state employer, review of recent legal cases and laws in all your 

states of operation. 
 
♦ Review of related company practices and procedures:  new hire orientation 

checklist, offer of employment letter, terminating employee checklists and letters, 
application form and waivers. 

 
♦ Preparation of a new or revised custom employee handbook which complies 

with state and federal laws, approved by you, in desktop publishing format ready 
for printing or publishing on your company Intranet or public network directory. 

 
♦ One-year of policy update services.  We will notify you of any recommended 

changes to your handbook and provide sample policies based on newly 
enacted legislation in all states represented for one year. 

 
♦ One-year of unlimited telephone consultation regarding the interpretation of 

your employee handbook. 
 
♦ Optional services:  translation of portions or the entire handbook into Spanish. 
 
♦ Optional services:  legal review of your custom handbook for a very reasonable 

fee by our attorneys. 
 
♦ Optional services: preparation of internal communication materials, such as 

announcement memos. 
 
♦ Optional services:   preparation and/or delivery of supervisor training materials for 

use in conjunction with handbook release. 
 
♦ Optional services:  assistance with preparation of specifications for securing 

printing quotes, evaluation of bids and selection of vendor, supervision of printing 
and binding process. 

 
  

While Lake Associates, Inc. and its staff provide expert employment law advice and 
consultation, these materials and suggestions do not constitute a legal opinion by Lake 
Associates, Inc.  The facts of each situation need their own individual analysis.  Therefore, if you 
use this information to formulate a policy or to resolve an employee issue, we suggest you 
consult with your regular corporate counsel before implementation. 
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