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Employee Handbook Disclaimer and Acknowledgment
NOTE TO EMPLOYERS: The handbook disclaimer and acknowledgement are essential for setting up the expectations of the employment relationship as well as describing the purpose of the employee handbook. The following samples (including a Minnesota version) should be modified to fit the needs of your organization.

Sample Employee Handbook Disclaimer

This handbook, and its appendix and addendums, have been prepared by XYZ Company (XYZ or the Company) to provide employees with general information about the various policies and programs that affect their employment. This handbook is not intended to be a legal statement of benefits nor a comprehensive explanation of our personnel policies and practices. Its sole function is to give employees a general understanding of how the Company views the employment relationship and approaches employee issues.

Optional. Only companies with established unions should include this statement:
Certain employees are covered by a collective bargaining agreement. This handbook is not intended to alter the terms of the collective bargaining agreement.  Where the collective bargaining agreement and any policy or procedure contained in this handbook directly conflict, the collective bargaining agreement will supersede and have priority over the conflicting term contained in this handbook. 
Handbook should continue as follows:

The policies, programs, and employment-related benefits outlined in this handbook are those presently in effect, but may change from time-to-time.  Although we will periodically update this handbook to keep employees informed of changes, we may implement changes immediately, without advance notice. The <President> is authorized to revise, delete, or otherwise change policies and to make the final determination in interpreting or applying policies.

It is not possible to anticipate every question that might arise in the course of employment. While this handbook provides information about topics most often of interest to employees, they may, on occasion, have a question or concern that is not addressed in the handbook. If that occurs, they should direct their questions to Human Resources or their supervisor.

Nothing in this handbook, nor any other written or verbal communication, should be construed as creating a contract for employment or a warranty of benefits for any particular period of time, nor does this handbook change the "at will" employment relationship between XYZ Company and any of its employees. Employees have the right to terminate the employment relationship with XYZ Company at any time, with or without notice, for any reason. The Company has the same right to terminate the employment relationship at any time, with or without notice, for any reason not prohibited by law. 
Agreements, promises or guarantees that alter the at-will status of an employee or otherwise create a contract for any particular term or condition of employment must be specified in writing and expressly approved by the President.

This Employee Handbook supersedes and replaces any and all policies and related materials in direct conflict with this handbook and made available to employees.  The Company retains the sole discretion to add, delete, or change anything contained in this handbook, with or without notice, to the extent allowed by law.
Sample Acknowledgement - Printed Handbooks

I acknowledge that I have received a copy of XYZ Company’s Employee Handbook. I understand that the contents of this handbook are for general information and guidance and it does not constitute a contract. I understand that it replaces and supersedes any previous policies, manual or communications, whether written or oral. I further understand that all contents in this Employee Handbook are subject to change in accordance with applicable laws but employees will be advised of any changes.

I have entered into my employment relationship with XYZ Company voluntarily and acknowledge that there is no specified length of employment. Employees have the right to terminate the employment relationship with XYZ Company at any time, with or without notice, for any reason. The Company has the same right to terminate the employment relationship at any time, with or without notice, for any reason not prohibited by law. The Company retains sole discretion to add, delete, or change anything contained in this handbook except employment-at-will.

This handbook may not be altered or amended without the written authorization of the <President>.  The Company reserves the right to change or cancel any policy or procedure at any time, as allowed by law.  Any statement for any term or condition of employment which conflicts with any information contained in this handbook must be in writing and authorized by the <President>.
I understand it is my responsibility to read and understand the contents of this Employee Handbook including the topics on harassment, attendance, drug and alcohol use, and safety. If I do not understand any provision of the handbook, I will contact my immediate supervisor or Human Resources for clarification.
Employee Signature 










 

Print Name 






 Date 





Note: All employees are required to acknowledge receipt of the Employee Handbook by signing this acknowledgement.

This copy will be placed in the employee’s personnel file.
Sample Acknowledgement - Electronic Handbooks

I acknowledge that I have received a copy of XYZ Company’s Employee Handbook. I understand that the contents of this handbook are for general information and guidance and it does not constitute a contract. I understand that it replaces and supersedes any previous policies, manual or communications, whether written or oral. I further understand that all contents in this Employee Handbook are subject to change in accordance with applicable laws but employees will be advised of any changes. I understand that I must refer to the on-line version of the handbook for the most current and up-to-date version of all topics.
I have entered into my employment relationship with XYZ Company voluntarily and acknowledge that there is no specified length of employment. Employees have the right to terminate the employment relationship with XYZ Company at any time, with or without notice, for any reason. The Company has the same right to terminate the employment relationship at any time, with or without notice, for any reason not prohibited by law. The Company retains sole discretion to add, delete, or change anything contained in this handbook except employment-at-will.

This handbook may not be altered or amended without the written authorization of the <President>.  The Company reserves the right to change or cancel any policy or procedure at any time, as allowed by law.  Any statement for any term or condition of employment which conflicts with any information contained in this handbook must be in writing and authorized by the <President>.
I understand it is my responsibility to read and understand the contents of this Employee Handbook including the topics on harassment, attendance, drug and alcohol use, and safety. If I do not understand any provision of the handbook, I will contact my immediate supervisor or Human Resources for clarification.
I will print and sign this form indicating that I have accessed the handbook on the Company’s intranet site and also understand that I can receive a printed copy of the handbook at any time.
Employee Signature 










 

Print Name 






 Date 





Note: All employees are required to acknowledge receipt of the Employee Handbook by signing this acknowledgement.

This copy will be placed in the employee’s personnel file.
Sample Minnesota Employee Acknowledgment - Printed Handbooks

NOTE TO EMPLOYER: As of July 1, 2019, Minnesota employers must maintain “a list of the personnel policies provided to the employee, including the date the policies were given to the employee and a brief description of the policies” per the Wage Theft Law provisions in Minnesota. This acknowledgement should be modified to meet the needs of your organization.  

I acknowledge that I have received a copy of XYZ Company’s Employee Handbook. I understand that the contents of this handbook are for general information and guidance and it does not constitute a contract. I understand that it replaces and supersedes any previous policies, manual or communications, whether written or oral. I further understand that all contents in this Employee Handbook are subject to change in accordance with applicable laws but employees will be advised of any changes.

I have entered into my employment relationship with XYZ Company voluntarily and acknowledge that there is no specified length of employment. Employees have the right to terminate the employment relationship with XYZ Company at any time, with or without notice, for any reason. The Company has the same right to terminate the employment relationship at any time, with or without notice, for any reason not prohibited by law. The Company retains sole discretion to add, delete, or change anything contained in this handbook except employment-at-will.

This handbook may not be altered or amended without the written authorization of the <President>.  The Company reserves the right to change or cancel any policy or procedure at any time, as allowed by law.  Any statement for any term or condition of employment which conflicts with any information contained in this handbook must be in writing and authorized by the <President>.
I understand it is my responsibility to read and understand the contents of this Employee Handbook.  Topics included in this handbook include <insert all that apply or modify contents below>:

· Respectful Workplace – (for example: Workplace Expectations, Equal Employment Opportunity, Harassment & Offensive Behavior, Workplace Bullying, etc.). These policies cover our expectations regarding non-discrimination, respect, positivity and civility in our workplace.
· Compensation – (for example: Compensation Philosophy, Employment Classifications, Hours of Work, Meal and Other Break Periods, Overtime, Paydays, Pay Deductions, etc.). The policies cover our expectations regarding how pay is determined and paid out, how positions are classified, work hours, and breaks.
· Benefits – (for example: General Information & Eligibility, COBRA, Employee Assistance Program, Insurance Plans, Social Security, etc.). These policies cover mandated benefits, benefits coverage, eligibility, and fringe benefits.
· Attendance & Time Away From Work – (for example: Attendance Expectations, Leaves of Absence, Time off Benefits, Sick Leave, Paid Time Off, etc.). These policies cover our expectations regarding punctuality, notification, eligibility and reporting time away from work.
· Time at Work – (for example: Background Investigations, Business Ethics, Communication, Confidentiality, Solicitation, Expense and Travel Reimbursement, etc.). These policies our expectations regarding ethical guidelines, solicitation and distribution, and discussions at work.
If I do not understand any provision of the handbook, I will contact my immediate supervisor or Human Resources for clarification.
Employee Signature 










 

Print Name 






 Date 





Note: All employees are required to acknowledge receipt of the Employee Handbook by signing and dating this acknowledgement.

This copy will be placed in the employee’s personnel file.
 Sample Minnesota Employee Acknowledgement - Electronic Handbooks
NOTE TO EMPLOYER: As of July 1, 2019, Minnesota employers must maintain “a list of the personnel policies provided to the employee, including the date the policies were given to the employee and a brief description of the policies” per the Wage Theft Law provisions in Minnesota. This acknowledgement should be modified to meet the needs of your organization.
I acknowledge that I have received a copy of XYZ Company’s Employee Handbook. I understand that the contents of this handbook are for general information and guidance and it does not constitute a contract. I understand that it replaces and supersedes any previous policies, manual or communications, whether written or oral. I further understand that all contents in this Employee Handbook are subject to change in accordance with applicable laws but employees will be advised of any changes. I understand that I must refer to the on-line version of the handbook for the most current and up-to-date version of all topics.
I have entered into my employment relationship with XYZ Company voluntarily and acknowledge that there is no specified length of employment. Employees have the right to terminate the employment relationship with XYZ Company at any time, with or without notice, for any reason. The Company has the same right to terminate the employment relationship at any time, with or without notice, for any reason not prohibited by law. The Company retains sole discretion to add, delete, or change anything contained in this handbook except employment-at-will.

This handbook may not be altered or amended without the written authorization of the <President>.  The Company reserves the right to change or cancel any policy or procedure at any time, as allowed by law.  Any statement for any term or condition of employment which conflicts with any information contained in this handbook must be in writing and authorized by the <President>.
I understand it is my responsibility to read and understand the contents of this Employee Handbook.  Topics included in this handbook include <insert all that apply or modify contents below>: 
· Respectful Workplace – (for example: Workplace Expectations, Equal Employment Opportunity, Harassment & Offensive Behavior, Workplace Bullying, etc.). These policies cover our expectations regarding non-discrimination, respect, positivity and civility in our workplace.

· Compensation – (for example: Compensation Philosophy, Employment Classifications, Hours of Work, Meal and Other Break Periods, Overtime, Paydays, Pay Deductions, etc.). The policies cover our expectations regarding how pay is determined and paid out, how positions are classified, work hours, and breaks.

· Benefits – (for example: General Information & Eligibility, COBRA, Employee Assistance Program, Insurance Plans, Social Security, etc.). These policies cover mandated benefits, benefits coverage, eligibility, and fringe benefits.

· Attendance & Time Away From Work – (for example: Attendance Expectations, Leaves of Absence, Time off Benefits, Sick Leave, Paid Time Off, etc.). These policies cover our expectations regarding punctuality, notification, eligibility and reporting time away from work.

· Time at Work – (for example: Background Investigations, Business Ethics, Communication, Confidentiality, Solicitation, Expense and Travel Reimbursement, etc.). These policies our expectations regarding ethical guidelines, solicitation and distribution, and discussions at work.

If I do not understand any provision of the handbook, I will contact my immediate supervisor or Human Resources for clarification.
I will print and sign this form indicating that I have accessed the handbook on the Company’s intranet site and also understand that I can receive a printed copy of the handbook at any time.

Employee Signature 










 

Print Name 






 Date 





Note: All employees are required to acknowledge receipt of the Employee Handbook by signing and dating this acknowledgement.

This copy will be placed in the employee’s personnel file.
This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
For further assistance call or visit www.mranet.org, © MRA – The Management Association, Inc. 
Wisconsin: 800.488.4845  Minnesota 888.242.1359  Northern Illinois: 800.679.7001  Iowa & Western Illinois: 888.516.6357
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