
	XYZ COMPANY
EMPLOYEE HANDBOOK

1. INTRODUCTION TO THE COMPANY
 1.1 History and development
 1.2 Vision, mission, core values
 1.3 Organizational structure (Organizational chart, departments)

2. CORPORATE CULTURE
 2.1 Cultural values, code of conduct
 2.2 Teamwork spirit, community
 2.3 Social responsibility, environmental protection

3. POLICIES AND REGULATIONS
 3.1 Working hours, timekeeping
 3.2 Salary, bonuses, allowances policy
 3.3 Leave policy (sick leave, holiday leave, etc.)
 3.4 Safety rules, information security
 3.5 Dress code, name tags (if applicable)
 3.6 Disciplinary rules, rewards and penalties

4. EMPLOYEE BENEFITS POLICIES
 4.1 Social insurance, PhilHealth
 4.2 Special support policies: Funeral, health care
 4.3 Training and skill development policy
 4.4 Internal activities (travel, team-building, events, etc.)

5. WORK MANAGEMENT PROCESS
 5.1 Internal communication channels (Email, group chat, etc.)
 5.2 How to report work, management levels
 5.3 Leave approval process, business travel, advances

6. GUIDELINES FOR INTERACTING WITH DEPARTMENTS
 6.1 Contacting the Administrative – Human resources department
 6.2 Contacting the Accounting – Finance department
 6.3 Contacting the IT (Information technology) department
 (Specify common procedures, contact points)

7. EMPLOYEE RESPONSIBILITIES AND OBLIGATIONS
 7.1 Confidentiality of company information
 7.2 Protecting company assets
 7.3 Adhering to internal rules, reporting violations
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