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The Valle Crucis Conference Center 

Employee Handbook 
 

 

1. Welcome 
 

1.1 Mission, Purpose, & Culture 

Mission: The Mission of the Valle Crucis Conference Center is to inspire by loving example and service 

those who break bread with us and share in the quest for spiritual renewal, Christian community and 

stewardship of this sacred place. 

 

Purpose: The purpose of the Valle Crucis Conference Center is to provide clean and safe housing, good 

healthy food, a place of renewal, and a place to experience God in nature at a reasonable cost to our 

guests.  

 

For purposes of this handbook, the Valle Crucis Conference Center shall be known as VCCC. 

 

The VCCC is a wholly owned subsidiary of the Episcopal Diocese of Western North Carolina, and is a 

specifically Episcopal, Christian, religious non-profit institution. The VCCC is blessed with a rich 

history of service, education, and spiritual renewal within a beautiful mountain setting. Situated on over 

450 acres of mountain and valley farmland and forest, all buildings on the main campus are on the 

National Historic Register.  

 

The VCCC hosts Christian and other religious events, including youth and adult retreats, vestries, choirs 

and parish family retreats, as well as family reunions, colleges, schools, non-profit and for-profit groups, 

and individuals. The VCCC can accommodate 5-150 guests, and provides three meals per day, linens, 

and a beautiful, peaceful setting. 

 

The VCCC is a small business employer, with approximately 8 full-time employees and 6-10 hourly 

wage employees. 

 

1.2 Purpose of Handbook 

As an employee of VCCC, you have your own unique duties and responsibilities. This handbook is 

designed to help you understand the organization you work for by providing an overview of important 

rights, policies and benefits you have as an employee. It is not intended to cover all policies and 

procedures in great detail. For more detailed questions, see your supervisor or the executive director. 

 

VCCC reserves the right to unilaterally revise, suspend, revoke, terminate or change any of its policies, 

in whole or in part, whether described within this handbook or elsewhere, at its sole discretion. If any 

discrepancy between this handbook and current company policy arises, conform to current company 

policy. Every effort will be made to keep you informed of the company’s policies; however, we cannot 

guarantee that notice of revisions will be provided. Feel free to ask questions about any of the 

information within this handbook. This handbook supersedes and replaces any and all personnel policies 

and manuals previously distributed, made available or applicable to employees. 
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1.3 At-Will Employment 

Employment at VCCC is at-will. An at-will employment relationship can be terminated at any time, 

with or without reason or notice by either the employer or the employee. This at-will employment 

relationship exists regardless of any statements by anyone to the contrary. Only the executive director is 

authorized to modify the at-will nature of the employment relationship, and the modification must be in 

writing. 

 

2. Workplace Commitments 

 
2.1 Equal Opportunity Employment 
VCCC is an equal opportunity employer and strives to be fair and equitable in all of its policies, 

practices and programs and provide equal employment opportunity for employees and applicants. An 

effective and efficient organization requires the talents, skills and abilities found in a diverse workforce.  

 

VCCC insures the rights of all individuals to be treated fairly, equitably and have unrestricted access to 

all terms and conditions of employment (including hiring, promotion, compensation, and training) 

without regard to age, race, color, national origin, religion, creed, genetic information, disabling 

condition, veteran status, sexual or gender identification or orientation.  

 

2.2 Sexual & Other Forms of Harassment 

The Valle Crucis Conference Center prohibits sexual harassment of its employees. Such conduct may 

result in disciplinary action up to and including dismissal or other action as appropriate. 

 

Specifically, no supervisor shall threaten or insinuate either explicitly or implicitly that an employee’s 

refusal to submit to sexual advances will adversely affect the employee’s employment, evaluation, 

wages, advancement, assigned duties, shifts or any other conditions of employment. Supervisors should 

be aware that charges of harassment often develop from even a consenting sexual relationship between 

co-workers, and supervisors should govern their own conduct accordingly, whether on or off the job. 

 

Other sexually harassing conduct in the workplace, whether committed by supervisors or non-

supervisory personnel, is also prohibited. It is important to remember that any verbal or physical conduct 

of a sexual nature may be viewed as sexual harassment if such conduct has the purpose or effect of 

unreasonably interfering with an individual’s job performance or creating an intimidating, hostile or 

offensive work environment. This may include such things as: verbal abuse of a sexually offensive 

nature, commenting about an individual’s body in a sexually offensive manner, sexually degrading 

words used to describe an individual, or the display of sexually suggestive objects or pictures. 

 

It is everyone’s responsibility to maintain a discrimination and harassment free work atmosphere. This 

includes freedom from harassment not only by fellow employees but also by other persons who the 

Valle Crucis Conference Center’s employees encounter at their respective work places, provided that 

management is immediately made aware of such harassment. Employees who have complaints of sexual 

harassment or are aware of possibly harassing behavior should report such conduct to their supervisors. 

If a report to your supervisor is not appropriate, report the harassment to the executive director or the 

Board of Directors or one of its members. Retaliation against persons who make such complaints is 
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illegal, and The Valle Crucis Conference Center will not tolerate any such retaliation. If an investigation 

confirms the allegations, prompt corrective action will be taken. 

 

The above policy also applies to harassment on other bases such as race, color, religion, national origin, 

age or disability.  

 

2.3 Disabilities 
Whenever possible, VCCC makes reasonable accommodations for qualified individuals with disabilities 

to the extent required by law. If you are a qualified individual with a covered mental or physical 

disability, VCCC will make reasonable accommodations as long as they do not involve extensive or 

substantial costs or fundamentally alter the nature of the operation. Reasonable accommodations may 

include: 

 Making facilities readily accessible 

 Restructuring jobs so non-essential duties can be assigned to other positions 

 Acquiring or modifying equipment and devices 

 Providing readers or interpreters 

Employees who would like to request a reasonable accommodation should contact the executive director 

and may do so at any time during the application process or during the period of employment. 

Disabilities and accommodations are evaluated based on the facts of each case. When the disability is 

not obvious, employees may be required to provide reasonable documentation about the disability and 

functional limitations. 

 

2.4 Drug-Free Workplace 
The Valle Crucis Conference Center is a drug-free work place. Employees are prohibited from 

unlawfully consuming, distributing, possessing, selling, or using controlled substances while on duty. In 

addition, employees may not be under the influence of any controlled substance, such as drugs or 

alcohol, while at work, on company premises or engaged in company business. Prescription drugs or 

over-the-counter medications, taken as prescribed, are an exception to this policy 

 

Substance abuse has the potential to compromise and threaten employee safety, productivity and the 

general wellbeing of everyone concerned, including our guests. As an employee, you are encouraged to 

learn about the dangers and warning signs of substance abuse. Employees who are experiencing an 

alcohol or drug problem should seek help before it begins to affect job performance. The decision to 

seek help is viewed as responsible and will be supported. Efforts to obtain help will be respected and 

handled confidentially. 

 

However, if you are found to be actively using, procuring, or producing illegal drugs (including 

marijuana) while on the VCCC property, to include employee residences on VCCC property, your 

employment will be summarily terminated, with no recourse. 

 

2.5 Open Door Policy  

VCCC has an open door policy and takes employee concerns very seriously. We value each employee 

and strive to provide a positive work experience. Employees are encouraged to bring any workplace 

concerns or problems they might have or know about to their supervisor or to the executive director. 
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3. Company Policy and Procedures 
 

3.2 Dress Code 

An employee’s personal appearance and hygiene is a reflection on the character of VCCC. We are the 

face of the Conference Center to our guests. Employees are expected to dress appropriately for their 

individual work responsibilities and position. If you are unsure whether your clothing is appropriate for 

work, please see your supervisor for clarification.  

3.3 Pay Day 

Employees are paid every two (2) weeks on Tuesdays by 1:00 p.m. They cover the preceding two week 

period of employment. A calendar of pay dates is posted each year by the time clocks in each 

department. Current payment method is by physical check.  

 

3.4 Pay Check Deductions 

VCCC is required by law to deduct the following from your paycheck: 

 Federal and state withholding taxes 

 Social Security taxes 

If you have not paid federal, state, city and county tax liens, child support or other debts authorized by 

the courts for garnishment, by law they may also be deducted directly from your pay. 

 

Other deductions may also be made from your check; however, they must be requested and authorized 

by you. Among these are: 

 Voluntary Insurance premiums 

 Deferred compensation plans 

 

3.4 Company Property 

Use all company property carefully and properly. Using VCCC property or funds for personal gain is a 

violation of criminal law and may result in a disciplinary action or dismissal. This includes, but is not 

limited to, using telephones, equipment, copiers, fax machines, computers and email. Employees may 

not sell or promote the sale of any goods or services for personal gain on VCCC property.  

 

3.5 Privacy 

Employees and employers share a relationship based on trust and mutual respect. However, VCCC 

retains the right to access all company property including computers, desks, file cabinets, storage 

facilities, and files and folders, electronic or otherwise, at any time. Employees should not entertain any 

expectations of privacy when on company grounds or while using company property. All documents, 

files, voice-mails and electronic information, including e-mails and other communications, created, 

received or maintained on or through company property are the property of the company, not the 

employee. Therefore employees should have no expectation of privacy over those files or documents. 

 

3.6 Personnel Files  

VCCC maintains a personnel file on each employee. These files are kept confidential to the extent 

possible. Employees may review their personnel file upon request. It is important that personnel files 

accurately reflect each employee’s personal information. Employees are expected to inform the 
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company of any change in name, address, home phone number, home address, marital status, number of 

dependents or emergency contact information. 

 

3.7 Secondary Employment 

Your job as a VCCC employee is extremely important. Before accepting another non-VCCC job, you 

need to get your supervisor’s approval to make sure the work will not affect your current position. Your 

secondary job cannot: 

 Create a conflict of interest with your VCCC job 

 Interfere with your ability to do your job with VCCC, to make decisions or to be objective 

 Involve use of any VCCC time, property, equipment, etc.  

 

3.8 Traveling 

If you are in a VCCC vehicle or on company business, you are expected to observe all motor vehicle and 

civil laws. This includes observing speed limits and using seat belts. Conviction of a moving violation, 

negligence resulting in damage to VCCC property while operating a company vehicle, or unauthorized 

use of a company vehicle may result in disciplinary action or dismissal. If you are required to use your 

personal car to conduct VCCC business, you will be reimbursed on a per mile basis or through company 

gas card allotment. When you are required to travel out of town overnight, you will receive 

reimbursement for meals and lodging as agreed upon beforehand with your supervisor.  

 

3.9 Nepotism (Employment of Family Members): VCCC enjoys a long history of a family-

oriented atmosphere. Within this small community, it is inevitable that employees may be related in 

some way. However, immediate family members (defined as parent, child or sibling) in the same 

department cannot be placed in a position where one family member supervises another immediate 

family member. Also, neither may occupy a position that has influence over the other family member‘s 

employment, transfer, promotion, salary administration or other related management or personnel 

considerations. 

 

3.10 Confidentiality 

There may be times when you deal with confidential matters. We are in the business of providing a 

venue for spiritual growth and renewal; this may put you in the position of overhearing personal, 

sensitive information. Some laws even specify criminal penalties for releasing confidential material. If 

you have any questions about releasing information or what to share with whom, ask your supervisor for 

advice before you respond. 

 

3.11 Continuing Education 

VCCC encourages all employees to develop new skills and engage in life-long learning. VCCC may 

offer, depending on budget constraints, limited compensation for continuing education courses or time 

off for course work, for classes directly related to enhancing job skills. 

 

VCCC will also offer in-house quarterly training opportunities for all employees for job-related skills. 

Suggestions for training which may benefit employees are welcome and encouraged. 
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4. Employment Classification 
 

4.1 Salaried Employees 
Salaried employees are expected to work a minimum of 30 hours per week and can on occasion work 

40+ hours per week as part of their salary agreement. 

 

4.2 Hourly Employees 
Hourly employees are expected to clock in and out for all hours worked. Any hours worked over and 

above 40 hours per week will be paid at a rate of time and one half of their hourly rate of pay. 

 

 

5. Attendance Policies 

 
5.1 Work Week 

Due to the nature of our business, there is no “normal” work week. For purposes of pay and hours 

worked, the work week will start on Sunday at 12:00 a.m. and end on Saturday at 11:59 p.m. Employees 

are expected to work when needed and are scheduled according to group schedules by their supervisor. 

Hourly employees are expected to clock in and clock out for all hours worked. 

 

5.2 Absences & Reporting 

Your job is important. If for any reason you will be late or cannot report to work, let your supervisor 

know as soon as practicable, or at least 12 hours in advance. Inform your supervisor if you need to leave 

your work site at any time other than your regularly scheduled break period. Failure to report absences 

from work could result in disciplinary measures. 

 

 

6. Leave Policies 

 
6.1 Vacation (Full time employees, defined as 30 hours or more per week) 

Each employee who works a minimum of 30 hours per week is entitled to vacation and is encouraged to 

take his or her vacation each year. Vacation days start with the date of hire and cannot be carried over 

from year to year – they must be used within the calendar year in which they are earned. 

 

1 – 10 years in employment: 2 weeks 

10 – 20 years: three weeks 

20 + years (or by contract negotiation): 4 weeks 

 

Pay for vacation periods will be at the employee’s standard rate. 

 

Any accrued vacation time within one year will be paid to the employee should the employee be 

terminated. 

 

6.2 Sick Leave 

VCCC grants unpaid sick leave to hourly wage employees. If your illness is contagious, please respect 

your coworkers and our guests, stay home and seek medical advice. See above about reporting your 
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absence to your supervisor. Sickness absences for longer than 5 days may require a note from a medical 

professional, on the recommendation of your supervisor. 

 

6.3 Military Leave 

Employees called to active military duty, military reserve or National Guard service may be eligible to 

receive time off under the Uniformed Services Employment and Reemployment Rights Act of 1994. To 

receive time off, employees must provide notice and a copy of their report orders to the executive 

director. Military leave is granted on an unpaid basis for hourly wage employees for up to 120 days and 

on a paid basis upon negotiation for up to 90 days for salaried employees. Upon return with an 

honorable discharge, an employee may be entitled to reinstatement and any applicable job benefits they 

would have received if present, to the extent provided by law. 

 

6.4 Leave of Absence 

Regular full-time employees may request an unpaid leave of absence after the exhaustion of paid leave. 

A request for a leave of absence must be submitted in writing in advance to the executive director. 

Leave of absences that are granted are unpaid, and will not be considered until an employee has 

exhausted all appropriate accrued leave balances. Continuation of employee benefits during a leave of 

absence will be addressed on an individual basis, as required by law. 

 

6.5 Other Leave Circumstances 

VCCC encourages its employees to enjoy the privileges of citizenship. If an employee is called to jury 

duty, the employee should notify his or her supervisor and make arrangements for cover. Hourly wage 

employees are granted jury duty as unpaid leave.  

 

Employees are encouraged to participate in elections. VCCC grants time off to cast a ballot in an 

election. Voting time off is granted on an unpaid basis for hourly wage employees. Should extenuating 

circumstances arise while voting, notify a supervisor as soon as possible 

 

 

7. Work Performance 

 
7.1 Expectations 

VCCC expects every employee to act in a professional manner. Satisfactory performance of job duties 

and responsibilities is key to this expectation. Employees should attempt to achieve their job objectives, 

and act with diligence and consideration at all times. Poor job performance can result in disciplinary 

action, up to and including termination. 

 

7.2 Performance Evaluation and Review 

The idea of performance management is to empower you to meet your goals and do well. This is a 

shared responsibility between employee and supervisor. Throughout the year, you and your supervisor 

will discuss how you are doing. If you find there are obstacles to your achieving expectations, take the 

initiative to bring this up with your supervisor and then work with your supervisor to address the 

obstacles. When appropriate, your supervisor will coach you on ways to accomplish your work more 

proficiently. If, at any time during the year, your performance fails to meet expectations, your supervisor 

will counsel you on how to improve. Sometimes priorities change and you will need to adjust your work 
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accordingly. On these occasions, your supervisor will consult with you about the change. 

 

In addition to on-going coaching, VCCC employees will have annual performance reviews. The goal of 

a performance review is to identify areas where an employee excels and areas that need improvement. 

The company uses performance reviews as a tool to determine pay increases, promotions and/or 

terminations. All performance reviews are based on merit, achievement and other factors may include 

but are not limited to:  

 

- Quality of work  

- Attitude 

- Knowledge of work  

- Job skills  

- Attendance and punctuality  

- Teamwork and cooperation  

- Compliance with company policy  

- Past performance reviews  

- Improvement  

- Acceptance of responsibility and constructive feedback  

 

Employees should note that a performance review does not guarantee a pay increase or promotion. 

Written performance evaluations may be made at any time to advise employees of unacceptable 

performance. 

 

Evaluations or any subsequent change in employment status, position or pay does not alter the 

employee’s at will-relationship with the company. 

 

 

8. Discipline Policy 

 
8.1 Grounds for Disciplinary Action 

VCCC reserves the right to discipline and/or terminate any employee who violates company polices, 

practices or rules of conduct. Poor performance and misconduct are also grounds for discipline or 

termination. The following actions are unacceptable and considered grounds for disciplinary action. This 

list is not comprehensive; rather, it is meant merely as an example of the types of conduct that VCCC 

does not tolerate. These actions include, but are not limited to:  

 

- Engaging in acts of discrimination or harassment in the workplace; 

- Possessing, distributing or being under the influence of illicit controlled substances or alcohol at work, 

on company premises, or while engaged in company business;  

- Unauthorized use of company property, equipment, devices or assets;  

- Damage, destruction or theft of company property, equipment, devices or assets;  

- Removing company property without prior authorization or disseminating company information 

without authorization;  

- Falsification, misrepresentation or omission of information, documents or records;  

- Lying;  
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- Insubordination or refusal to comply with directives;  

- Failing to adequately perform job responsibilities;  

- Excessive or unexcused absenteeism or tardiness;  

- Disclosing confidential or proprietary company information without permission;  

- Illegal or violent activity;  

- Falsifying injury reports or reasons for leave;  

- Possessing unauthorized weapons on premises;  

- Disregard for safety and security procedures;  

- Disparaging or disrespecting supervisors and/or co-workers; and  

- Any other action or conduct that is inconsistent with company policies, procedures, standards or 

expectations.  

 

This list exhibits the types of actions or events that are subject to disciplinary action. It is not intended to 

indicate every act that could lead to disciplinary action. VCCC reserves the right to determine the 

severity and extent of any disciplinary action based on the circumstances of each case. 

 

8.2 Disciplinary Procedures 

Disciplinary action is any one of a number of options used to correct unacceptable behavior or actions. 

Discipline may take the form of oral warnings, written warnings, probation, suspension, demotion, 

discharge, removal or some other disciplinary action, in no particular order. The course of action will be 

determined by VCCC at its sole discretion as it deems appropriate. 

 

8.3 Termination 

Employment with VCCC is on an at-will basis and may be terminated voluntarily or involuntarily at any 

time. Upon termination, an employee is required: 

 

 to continue to work until the last scheduled day of employment;  

 to turn in all reports and paperwork required to be completed by the employee when due and no 

later than the last day of work;  

 to return all files, documents, equipment, keys, access cards, software or other property 

belonging to the company that are in the employee’s possession, custody or control, and turn in 

all passwords to his/her supervisor;  

 to participate in an exit interview as requested by the employee’s supervisor, the executive 

director, or the Board of Directors. 

 

8.4 Final Paycheck 

Employees who terminate employment with VCCC, whether at the employee’s or the company’s 

decision, will be given their final pay check on the regularly scheduled Tuesday pay day following 

termination. Should the employee be unable to personally retrieve their paycheck, it will be mailed to 

the address on file. 
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9. Employee Health and Safety 

 
9.1 Workplace Safety 

VCCC strives to maintain a safe working environment for all its employees and takes every reasonable 

precaution to ensure that employees have a safe working environment. Safety measures and rules are in 

place for the protection of all employees. Ultimately, it is the responsibility of each employee to help 

prevent accidents.  

 

Employees should use all safety and protective equipment provided to them, and maintain work areas in 

a safe and orderly manner, free from hazardous conditions. Employees who observe an unsafe practice 

or condition should report it to a supervisor or the executive director immediately. 

 

Employees are prohibited from making threats against anyone in connection with his/her work or 

engaging in violent activities while in the employ of the company. Any questions regarding safety and 

safe practices should be directed to the property manager or the executive director. In the event of an 

accident, employees must notify a supervisor immediately. Report every injury, regardless of how 

minor, to a supervisor immediately. Physical discomfort caused by repetitive tasks must also be 

reported.  

 

Employees should recognize any potential fire hazards and be aware of fire escape routes and fire drills. 

Do not block fire exits, tamper with fire extinguishers or otherwise create fire hazards.  

 

9.2 Workplace Security 

Employees must be alert and aware of any potential dangers to themselves or their coworkers. Take 

every precaution to ensure that your surroundings are safe and secure. Guard personal belongings and 

company property. Report any suspicious activity to a supervisor immediately. 

 

9.3 Emergency Procedures 

In the event of an emergency, dial 911 immediately. If you hear a fire alarm or other emergency alert 

system, proceed quickly and calmly to the nearest exit. Once the building has been evacuated, only a 

supervisor may authorize employees to reenter. 

 

 

10. Benefits 
 

10.1 Health Insurance (Full time employees) 

VCCC offers health insurance benefits at no cost to employees who work a minimum of 20 hours per 

week. Employees may be subject to deductible fees (which may change on a yearly basis according to 

health insurance provider policy) and any co-payments required by the health insurance provider. Each 

employee who accepts health insurance is also bound by the agreement and terms of the health insurance 

provider. Employees may be subject to a waiting period of 30 days before accessing health insurance 

benefits. 

 

An employee may purchase health insurance for their spouse and family at the going rate set by the 

current health care provider. 
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Other Health Insurance  

Each employee who works a minimum of 20 hours a week is offered dental, vision, and prescription 

drug benefits as laid out by the terms of the health insurance provider. 

 

10.2 Life Insurance  

Each employee who is eligible for health insurance is also eligible for a $25,000 life insurance policy. 

 

10.3 Retirement (Full time and part time employees) 

Each employee who has worked for a full year and has attained the age of 21 is eligible for our 

retirement plan (SEP-IRA). The Valle Crucis Conference Center will place 9% of each eligible 

employee’s gross pay in their retirement account, which is set up and self-managed by each employee 

with our agent on record. Each employee may also self-direct a pre-tax amount to their account (403-B) 

which will be taken out of their paycheck. This amount may be changed at any time. Each account is 

totally self-directed and remains the property of the employee who is fully vested from the date of 

acceptance into the plan. 

 

10.4 Worker’s Compensation 

As required by law, VCCC provides workers’ compensation benefits for the protection of employees 

with work-related injuries or illnesses. Workers’ compensation insurance provides coverage to 

employees who receive job-related injuries or illnesses. If an employee is injured or becomes ill as a 

result of his/her job, it is the employee’s responsibility to immediately notify a supervisor of their injury 

in order to receive benefits. Report every illness or injury to a supervisor, regardless of how minor it 

appears. 

VCCC will advise the employee of the procedure for submitting a workers’ compensation claim. If 

necessary, injured employees will be referred to a medical care facility. Employees should retain all 

paperwork provided to them by the medical facility. Failure to report a work-related illness or injury 

promptly could result in denial of benefits. 

An employee’s report should contain as many details as possible, including the date, time, description of 

the illness or injury, and the names of any witnesses. A separate insurance company administers the 

worker’s compensation insurance. Representatives of this company may contact injured employees 

regarding their benefits under the plan. Additional information regarding workers’ compensation is 

available from the business manager 

10.5 Short Term Disability Insurance (Full time employees) 

Each employee working at least 30 hours a week is also eligible for a short term disability insurance 

policy (60% of weekly earnings to a maximum of $350.00 per week, rounded to the nearest $10.00) and 

its terms as set by the provider. Benefits are taxable, as VCCC is paying the entire premium. 

 

 

_____________________________________________________________________________ 
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Acknowledgement of Receipt for Employee Handbook 
(Employee Copy – Keep with handbook) 

 

I acknowledge that I have received a copy of the Employee Handbook. I understand that I am 

responsible for reading the information contained in the Handbook. I understand that the handbook is 

intended to provide me with a general overview of the company’s policies and procedures. 

 

I acknowledge that nothing in this handbook is to be interpreted as a contract, expressed or implied, or 

an inducement for employment, nor does it guarantee my employment for any period of time. I 

understand and accept that my employment with the company is at-will. I have the right to resign at any 

time with or without cause, just as the company may terminate my employment at any time with or 

without cause or notice, subject to applicable laws. I understand that nothing in the handbook or in any 

oral or written statement alters the at-will relationship, except by written agreement signed by the 

employee and the executive director. 

 

I acknowledge that the company may revise, suspend, revoke, terminate, change or remove, 

prospectively or retroactively, any of the policies or procedures outlined in this handbook or elsewhere, 

in whole or in part, with or without notice at any time, at the company’s sole discretion. 

 

 

 

 

 

 

_________________________________ (Signature of Employee)  

 

 

 

__________ (Date)  

 

 

_________________________________ (Company Representative)  
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Acknowledgement of Receipt for Employee Handbook 

(Employer Copy – Detach and retain for records) 

 

I acknowledge that I have received a copy of the Employee Handbook. I understand that I am 

responsible for reading the information contained in the Handbook. I understand that the handbook is 

intended to provide me with a general overview of the company’s policies and procedures. 

 

I acknowledge that nothing in this handbook is to be interpreted as a contract, expressed or implied, or 

an inducement for employment, nor does it guarantee my employment for any period of time. I 

understand and accept that my employment with the company is at-will. I have the right to resign at any 

time with or without cause, just as the company may terminate my employment at any time with or 

without cause or notice, subject to applicable laws. I understand that nothing in the handbook or in any 

oral or written statement alters the at-will relationship, except by written agreement signed by the 

employee and the executive director. 

 

I acknowledge that the company may revise, suspend, revoke, terminate, change or remove, 

prospectively or retroactively, any of the policies or procedures outlined in this handbook or elsewhere, 

in whole or in part, with or without notice at any time, at the company’s sole discretion. 

 

 

 

 

 

 

_________________________________ (Signature of Employee)  

 

 

 

__________ (Date)  

 

 

_________________________________ (Company Representative)  

 


