Name__________________________________________Date________________

 EMPLOYEE HANDBOOK CHECKLIST
I.
Employee Handbook Procedures Following New Employee’s One-Week Evaluation
· Employee receives Employee Handbook.

· Employee reads and signs Confirmation of Receipt of Employee Handbook and At-Will Employment Status Form.
· Witness signs form.

· Employee reads and signs Receipt of Employee Handbook Form Part I.
· Witness signs form.

Due date Employee Handbook will be read by____________________

· Staple these two forms to back of Employee Handbook Checklist.
· File this form to be reviewed in one week.
 II.     Receipt of Employee Handbook Form Part II
· Verify employee reads Employee Handbook by the due date.

· Employee reads and signs Receipt of Employee Handbook Form Part II.

· Witness signs form.
