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BUSINESS DESIGN COMPETITION (BDC) EMPLOYEE HANDBOOK
Review Reference: Heathfield, S. (n.d.). Employee Handbook. Retrieved on January 27, 2011 at
http://humanresources.about.com/od/glossarye/g/hand_book.htm
Background and Purpose: 
An employee handbook contains the policies, procedures, and behavioral expectations that guide performance within your company (i.e., your start-up team). The handbook is important to both the employer and the employee because it provides a written document of the rules and codes of conduct of the company. Several topics can be covered in your employee handbook. Some typical topics include general information about your company, its organizational structure and decision making procedures, compensation and benefits, hiring and firing procedures, communication protocols, and performance appraisal systems.
Guidelines for Preparing the Employee Handbook:
Your handbook is unique to your team and all materials should be in your own words. However, do research different employee handbook examples (e.g., Heathfield, n.d.). Prepare your employee handbook with a cover page, table of contents, and section titles for all elements of the handbook. Total number of pages should be 5-7 pages. Required components for your employee handbook follow (include other sections as desired):  

General information about your company: 

This section introduces the purpose of the employee handbook and includes what your start-up company does, its values, and other pertinent information that shapes the culture of your company. Include a statement about the team’s commitment to diversity (i.e., equal employment opportunity).
Organizational Structure and Decision Making Procedures:
This section provides the structure and hierarchy of your company and also includes how decisions will be made (e.g., through consensus, majority vote, autocratically).
Employee Compensation and Benefits:
This section outlines how members are compensated for team contributions. Compensation may be through ownership, class credit for assignment completed, etc…
Hiring and Firing Procedures:
 This section outlines the process you will use to hire and fire members. Include an employment-at-will statement.
Employee Communication and Conflict Management Policies:
This section outlines how disagreements and grievances within the team will be resolved and outlines a communication protocol for effective collaboration. 
Performance Appraisal Systems:
This section outlines how performance will be evaluated. Also included in this section is how performance is linked to compensation, promotions, or disciplinary action.
