
Employment Agreement Policy Template

1. Introduction

This employment agreement policy outlines the terms and conditions of employment for new
employees at our organization. It is important for both the employer and employee to understand
and adhere to these guidelines to ensure a successful working relationship.

2. Job Description

The job description for each position should be clearly defined, outlining the roles, responsibilities,
and expectations of the employee. This document should be provided to the employee upon hiring.

3. Compensation and Benefits

Details regarding compensation, benefits, and any additional perks should be clearly communicated
to the employee. This includes salary, bonuses, health insurance, retirement plans, and any other
benefits offered by the organization.

4. Work Schedule

The work schedule, including hours of work, breaks, and any flexibility options, should be clearly
outlined in the employment agreement. This ensures that both the employer and employee are on
the same page regarding work hours.

5. Performance Expectations

Performance expectations, including goals, objectives, and evaluation criteria, should be clearly
defined in the employment agreement. This helps set clear expectations for the employee and
provides a roadmap for success.

6. Confidentiality and Non-Disclosure



Employees should be made aware of the organization's policies regarding confidentiality and
non-disclosure of sensitive information. This helps protect the organization's intellectual property
and ensures the security of proprietary information.

7. Code of Conduct

Employees should be familiar with the organization's code of conduct and expected behavior in the
workplace. This includes guidelines on professionalism, ethics, and interactions with colleagues and
clients.

8. Termination and Resignation

The employment agreement should outline the procedures for termination and resignation, including
notice periods, severance packages, and exit interviews. This ensures a smooth transition in case of
employment termination.

9. Acknowledgment

Both the employer and employee should sign and acknowledge the employment agreement to
indicate their understanding and acceptance of the terms and conditions outlined. This helps
prevent misunderstandings and disputes in the future.

10. Conclusion

By following this employment agreement policy template, HR and hiring professionals can effectively
onboard new employees and set them up for success in their roles. It is important to communicate
clearly and transparently to ensure a positive and productive working relationship.


