


<insert company name / details>




<insert date>




Dear <insert employee name>

Re: Employee Policy Manual

As a result of a recent review of our Company policies and procedures, I wish to advise you that we have formalised and consolidated these requirements into the <insert company name>’s Employee Policy Manual.

As part of our corporate governance, general insurance and worker’s compensation obligations we are required to have these polices and practices in place and adhered to by all employees and contractors.

Each employee/contractor will be provided with access to a copy of these documents and is required to follow the applicable policies and procedures outlined in the documents. 

These policies and procedures may be varied from time to time and all employees/contractors will be advised of any applicable changes.

These policies and procedures form part of your employment/contractual relationship and are to operate in conjunction with any employment contract or Workplace Agreement in place at the time of this issue.  Failure to adhere to these policies and procedures may result in disciplinary action up to and including dismissal.

Please sign the acknowledgement below and forward a copy to your supervisor /manager.

Yours sincerely





<Insert name & title>


-----------------------------------------------------------------------------------------------------------------------------------


I, (name)………………………………………………………………………………………………………

acknowledge that I have received, read and understood the policies and procedures as contained in the <insert company name>’s Employee Policy Manual.


_____________________________________________________	___________________
	Signature		Date
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