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Recommended COVID-19 Addendum for Your Employee Handbook



INTRODUCTION
Employee handbook is a crucial and fair manual that provide important information about your organization to employees. 
Typically, it describes the regulated responsibilities of an organisation will provide to its employees and vice versa. It also 
serves as organisation’s policy manual to provide critical information about the flow of operation system, workplace 
condition and working culture for its employees to adapt themselves with ease.

Thus, it is important to have a well-written employee handbook that can formalize mutual benefits through delineating 
clear expectations in both opportunities and risks. It can create the opportunity to enhance the value of its human capital, 
strengthen the organisation’s competitiveness, increase individual and organisational performance. 

It is worth nothing that a well-written employee handbook can motivate its work force’s commitment and gaining their 
supportive to achieve organizational goals. Certainly, a poorly written employee handbook could result the unfortunate use 
of employees’ legal action against the organisation and significantly jeopardise employees’ commitment toward the 
organisation’s success.

Along with the ongoing concern of COVID-19 pandemic, there is a serious need for all employers to understand the newly 
imposed obligation in states and federal laws and consider the following matters such as “Do you have policies and 
procedures in place to adapt to the modified workplace and comply with the new laws and regulations?”, “Are you 
equipped to monitor work-from-home process and staggered work schedules?”, “Are you familiar with all the laws that are 
potentially implicated if employees need time off for themselves or to care for a family member due to COVID-19?”. 
Although some changes made upon employer handbooks may be temporary to alleviate immediate issues caused by 
COVID-19, but there are risks on some changes may become permanent - the new normal. We are now facing with a new 
reality, where the way we operate in the office may change radically. Employers need to stay ahead of these policy 
changes, and be aware that you may have to update your handbook on a more regular basis. 

OBJECTIVES

At the end of program, the participants will be able to:

• Learn quick tips for layout, organization, content, formats and distribution best practices

• Learn how to clearly articulate expectations through their handbook and written policies

• Identify new developments in the law that require policy revision

• Identify issues to monitor that may prompt additional revisions to the handbook including Coronavirus policies

COURSE CONTENT

• Why employee handbooks are essential to a company

• Common sections in the Employee Handbooks

• Polices that should not be included in an employee handbook

• Suggestions for policies that can be included in a handbook and why

• Hiring policies

 Probationary service, confirmation and termination of employment & retirement

• Payment schedule (and Payment Methods)

• Full time vs. part time employees/hours

• Overtime pay

• Meal and  rest breaks

• Leaves of absence with pay

 Annual leave, Public Holidays, maternity leaves, sick leaves and other non mandatory leaves

 Resignation and termination procedures

• Disciplinary and recalcitrant employee clause

• Employee benefits

• Disciplinary procedure

• Grievance procedure

• Management Prerogatives and Practices

• Variation and Amendments

• Recommended COVID-19 Addendum for Your Employee Handbook

TARGET GROUP
HR professionals, office or operational managers responsible for the development or revision of the organization’s 
Employee Handbook.


