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Acknowledgement Form

Ensure that your employees/students understand that it is their responsibility fo read and
understand this Employss Handbook. Insert the acknowledgment up front so that the
employes/student cannot miss it and hopefully ensure that they aciually read the handbook.

The acknowledgmeant staternant should be signed by the employes, within a reasonable
time (2.g. 1 week} and retumned to the appropriste persannel representative. It is mportant
that the acknowledgment be clear withouwt sounding ominaus or threaiening.

Set aside some time and haws your employee resd the handbook during the orientation
pracess, or provide an extra thirty minutes 5t s lunch break during the first wesk for this
express purpose. Then encourage the employes to take if home and further review during
the second week of employment. Schedule a mesting with the employes at the end of the
second wesk, or Monday of the beginning of the third week (no later), 1o answer any
questions and obtain the signed acknowledgment; or hawe the personnel deparmsant set it
up, 3s approprate.

This employee handbook has been pregared for your information and understanding of the
policies, pracfices and benefits of [COKMPANY].

FLEASE READ IT CAREFULLY.

| haws familisnized my=elf with the contents of this handbook. By signing this docurnent,

| acknowledge, understand, accept and agree to comply with the nformation conisined

in Employee Handbook provided fo me by [COMPANYT). | understand this handbook s

ot imtendad to cower eweny situation which may arise during my smployment, but is

simphy 5 general guide to the gosls, policies, practices, and benefils and expectafions of
COEAR

| understand that [COMPANY] Erngloyes Handbook is not 3 contract of employment and
showld nat be deemed a= such, and that | am an employes at will

Upon completion of your review of this handbook, please sign the statzment below, and
retumn to your personnsl represenistive by the dus date.

Errployee’s Printed Mame

Employse's Signaturs

Company's Signature Dizte

l, , have received and read a copy of the [COMPANTY]
Employse Handbook which outines our goals, policies, bensfiis and expecistions, as
well as my responsibiities as an employee. |
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