
Employee Onboarding
Template



Section 1: About Us 

Employee Onboarding Template

Briefly outline the company’s mission and vision.

List and explain the company’s core values.

Welcome the new hire to the company. 
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Outline a code of conduct to define acceptable workplace behavior and ethics.

Describe zero-tolerance policies for harassment and bullying in your anti-harassment policy. 

Include a statement about commitment to diversity and inclusion for equal opportunity employment.

Include a confidentiality agreement to explain expectations regarding proprietary and confidential information.

Section 2: Employment Policies
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Under the attendance and leave policy, explain rules for reporting absences, requesting leave, and adhering to
attendance expectations.

Outline acceptable attire based on your company culture in a dress code section.

Define regular working hours and policies for overtime or flexible schedules.

If applicable, include a remote work policy that provides guidelines for working remotely, including communication
expectations and technology use.

Section 3: Workplace Guidelines
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List key employee benefits, such as health insurance, retirement plans, and paid time off.

Include a section for bonuses and incentives to explain performance-based rewards

Describe how and when employees are paid under payroll information. 

Section 4: Compensation and Benefits
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Under performance reviews, describe the frequency and process of performance evaluations.

Outline training programs and development opportunities.

Section 5: Professional Development
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Section 6: Safety and Security

Under emergency procedures, outline protocols for fire drills, evacuations, or medical emergencies.

Include the IT and Cybersecurity Policy to clarify expectations for using company devices, email,
and internet access

Include workplace safety policies to provide guidelines on safety procedures and reporting hazards
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Section 7: Termination Policies

Outline reasons for termination and processes involved in involuntary termination.

Explain notice requirements for voluntary resignation.
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Section 8: Agreement & Acknowledgment 

In the closing statement, reiterate the company’s commitment to employee well-being and success.

Include a section where employees sign to acknowledge they’ve read and understood the handbook.
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