
Legal focus 
Employee Handbook vs. Procedure Manual 

ance substance use policy, to name a 

few.   It is important to recognize that 

as such, the manual may also be 

viewed by employment law enforce-

ment agencies, and careful review 

should be given to its creation.  

 Employee handbooks usually 

include a general description of em-

ployee benefits such as health insur-

ance, paid time off, and retirement 

plans, with position specific details 

provided separately. General employ-

ee behavior is also found in an em-

ployee handbook such as acceptable 

clothing, how work time and paid 

time off are calculated; how meals 

and breaks are managed and the like.  

 Employee handbooks are very 

useful in managing all staff expecta-

tions and behavior and a primary 

source of documentation that your 

company is in compliance with all 

federal, state and local employment 

laws.   

 Besides delivering a clear 

message to your employees regarding 

work habits and expectations, your 

employee handbook also serves to 

limits your legal liability as it sets 

forth standard practices for all to fol-

low;  helping to protect the company 

against discrimination and unfair 

treatment claims. The handbook is an 

administrative time saver – answering 

questions that arise during the normal 

employment relationship and orient-

ing new staff consistently.  

 On the other hand, a proce-

dure manual is a comprehensive text 

that details every aspect of specifical-

ly how you want work to be done.  

This tool is much more detailed than 

the employee handbook and should be 

used for back-up when more infor-

mation is needed to explain a rule or 

when a deeper understanding of a pro-

cess or procedure is needed.   

In your operation, you may have a 

back office procedure manual that 

details how to process payroll, how to 

submit invoices, how to order office 

supplies or how to handle a request 

for Family Medical Leave.   As a ben-

efit to management, the procedure 

manual can contain references to fed-

eral and state laws that correlate to 

each policy. Managers and supervi-

 The Employee Handbook and 

Procedure Manual serve two distinct 

purposes.   

 The employee handbook is an 

important opportunity to ensure em-

ployees understand the company’s ex-

pectations and where to find general 

information.  It is essential for the em-

ployer to put things in writing to add 

clarity and unity of purpose to the 

company mission and philosophy. The 

employee handbook is best written us-

ing a straightforward language and or-

ganized for easy referencing of compa-

ny policies.  It is an important tool for 

familiarizing employees with basic 

company policies and benefit pro-

grams, as well as the general expecta-

tions of the company, including ac-

ceptable and unacceptable behavior 

and disciplinary measures.  An em-

ployee handbook has relevance to eve-

ry employee of the company regardless 

of position, title or job duties.  Em-

ployee handbooks contain important 

federal and or statewide employee no-

tification such as employment at will 

statement, equal opportunity statement, 

non-harassment policy and zero toler-



sors then have access to the details 

and requirements for the policies, 

providing them with assistance 

needed to enforce rules or educate 

employees.  

 Your Procedure Manual 

may list specific expectations of a 

particular job, for example a recep-

tionist, such as how to sort the mail; 

how to report a customer complaint; 

or how to properly complete and 

document a fire drill.   This uni-

formed information for running your 

business is 

very im-

portant and 

often very 

individual-

ized.  You 

may even 

be required to have different proce-

dures for the same event because of  

variables in contracts or customer 

requirements.   

 Your procedure manual is akin 

to a  playbook …..while the rules are the 

same for all teams (10 yards to a first 

down) how you get there may be unique 

to your team.  

 So, now that we have a clear un-

derstanding of the difference between an 

employee handbook and a procedure 

manual, let’s discuss how they can work 

in tandem with each other.  We will start 

with a simple example…Time Records.  

 As you can see in the example, both pieces of information are very important in delivering a clear message to 

the employee regarding policy and procedure.  Going into the detailed procedure behind each policy would be cum-

bersome and inefficient in the employee handbook.  Additionally, having two separate documents allows you to quick-

ly modify a procedure if circumstances change the procedures.   

 It is important to remember, your employee handbook and procedure manual are not substitutes for personal 

interaction, but are a tool good managers use to help communicate with employees. Being proactive in creating, re-

viewing and updating these two documents will save you countless hours, head-

aches and potential legal issues down the road.   

  

SAMPLE Time Records 

Employee Handbook 

SAMPLE Time Record Procedures 

Manual 

Time records are legal documents and the basic 

source of information for payroll purposes; there-

fore, time worked must be reflected accurately.  

Falsification of time or unauthorized submission is 

a serious offense and may result in termination. It 

is your responsibility to sign your time record to 

certify the accuracy of all time recorded. Any er-

rors in your time record should be reported imme-

diately to your Supervisor, who will attempt to 

correct legitimate errors. 

1. Only you can complete your time card—Do not ask 

or allow anyone else to document on your time card. 
2. Complete your time card daily to insure accuracy 
3. PRINT ONLY—Print clearly and legibly; No cursive 
4. Record accurate hours. 
5. Be sure to note department and cost center. 
6. Do not forget to include your first and last name! 
7. The time card must be signed by the employee and 

his/her supervisor. 
8. All time cards must be handed in to the office by 

8:00 am each Monday. 
9. See sample time sheet below: 

  


