Extension County Council

Personnel Policy & Procedure Manual

Template Procedures

I. 
Key pointers regarding personnel policy manuals to be advised of include:

· State or Federal Law –policies must be in legal compliance. The assist with this, the state or federal law has been referenced in the template to guide you to the appropriate regulation. Changes to these policies should only occur if they do not violate the referenced law.

· Disclaimer Statement – personnel policy handbooks should have a “disclaimer statement” to decrease the changes of the handbook being viewed or interpreted as a contract. In addition, there should always be an option for changes to occur at management’s discretion. To assist with this, a disclaimer has been added to the title page.
· Terminology to avoid – it is advisable to avoid terms or statements, either orally or in writing, that might imply a contract such as:
· Use “regular” rather than “permanent”

· Use “hourly, weekly, or monthly” rather than “annual salary”

· Avoid statements that imply an indefinite commitment, such as “you will have this job as long as you perform duties in an acceptable manner”.

· Acknowledgement Form – employees should receive a copy of the personnel policies and sign an acknowledgement form to confirm they received a copy. An acknowledgement form has been added as the last page on the template.

II. 
Before editing and implementing the Template, county councils should read through the policies and determine if the policy is something they wish to adopt. Unless a law is referenced, the policies can be changed, deleted, or new ones added. In addition, if possible it is advisable that legal counsel reviews the policy before implementing in the county.

III.
The following are key updates needed to customize the Template for use within a specific county. 

1. Content
a. Except where given a legal reference, determine if the content is acceptable or if changes/additions/deletions are desired.
b. Areas highlighted denote specific criteria that should be reviewed. A decision should be made, with the updated information included and the highlight removed. For example:

i. Compensation / Work week: A work week is (enter day) through (enter day)
ii. Compensation / Paycheck cycle: paychecks are distributed on (monthly or biweekly or other) basis.

2. Title Page

a. Replace “(name)” with the county name. 
b. Replace “mm/dd/yyyy” with the date the policy has been adopted. Keep up to date for future changes as necessary.
c. Rewording of disclaimer may be desired, but it is advisable to keep some form of a disclaimer in order to avoid an implied or interpreted contract from past, current, or future employees.

3. Document Headers and Footers

a. To edit the headers for the entire document, revisions must be made on the Table of Content page. The remaining pages will automatically be updated to match the content page header.

b. Header updates include:

i. Include the county name in place of “(name)”

ii. Insert the last revised date in place of “mm/dd/yyyy”. Be sure to include the same date that is on the title page.

c. There are no updates necessary for the footers. The footers are automatically set at “page x of y” and will automatically update as the page numbers change.

4. Table of Contents

a. The table of contents was created using the TOC tool in Microsoft Office. This allows for the table of contents to updated easily when page numbers change and/or sections change.  
b. If the headers were changed in the document, then the table of contents will need to be updated. Refer to Microsoft Office help regarding updating a table of contents.
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