
EMPLOYEE HANDBOOK DEVELOPMENT GUIDE 



Reviewed: (initials of person reviewing/ongoing tracking date of reviews) 
Updated: (initials of person updating/ongoing tracking date of updates) 

 

1 

 

Employee Handbook Development Guide, Outline & Review Checklist 

 

Introduction 

Purpose of This Resource 

An employee handbook serves as a foundational tool for communicating workplace expectations, 
organizational practices, employment policies, and operational standards. A well-designed 
handbook helps support consistency, accountability, risk management, staff development, and 
organizational culture. 

This Employee Handbook Outline & Review Checklist has been developed specifically for early 
childhood education programs and child care businesses. It identifies major policy categories and 
operational topics commonly found in comprehensive employee handbooks. 

This resource intentionally does not provide sample policy language. 

Policies should be developed based on the unique operating practices, employment structure, 
culture, leadership philosophy, benefits offerings, risk management considerations, and legal 
obligations of each organization. Directly adopting policies from another employer or resource may 
create unintended legal, operational, or employee relations challenges.  

This outline is intended to guide the development, evaluation, and continuous improvement of 
employee handbooks rather than function as a ready-to-publish handbook. 

How to Use This Outline 

This resource can support a variety of organizational needs. 

Creating a New Employee Handbook 

Use the outline as a framework when developing a comprehensive handbook for a new or growing 
organization. 

Evaluating an Existing Handbook 

Review current handbook content against the checklist to identify missing topics, outdated 
policies, operational inconsistencies, or areas requiring further clarification. 

Strengthening Human Resources Practices 

Employee handbook policies should reflect actual workplace practices, expectations, and 
systems. The outline can help leaders evaluate broader human resources processes beyond the 
handbook itself. 

Supporting Leadership and Management Teams 
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Handbooks are most effective when leaders consistently apply policies and procedures. Use this 
checklist to support discussions among owners, directors, supervisors, and leadership teams 
regarding workplace expectations and organizational culture. 

Conducting Periodic Reviews 

Organizations should review employee handbooks regularly to ensure policies remain current and 
continue to align with changing regulations, business operations, and workforce needs. 

Suggested Review Method 

As you work through the checklist: 

 Identify policies currently addressed. 
 Mark policies that require revision. 

 Note topics requiring legal or human resources review. 

 Verify consistency between written policies and actual practices. 

 Evaluate whether policies adequately support organizational goals, risk management, and 
employee development. 

 Document areas for future improvement. 

Important Note 

This resource is intended for educational, planning, and organizational development purposes. It is 
not legal advice and should not be relied upon as a substitute for guidance from qualified legal, 
human resources, insurance, payroll, licensing, or regulatory professionals. 

Employment laws and regulations vary by jurisdiction and may change over time. Organizations are 
responsible for ensuring that all handbook policies comply with applicable requirements. 

Additional Support 

This outline is intended to support self-assessment, handbook development, and continuous 
improvement efforts.  

Programs seeking organization-specific technical assistance related to leadership, human 
resources, business operations, fiscal management, policies and procedures, or organizational 
systems may contact Montana Child Care Business Connect's Senior Child Care Business Advisor, 
Jason Nitschke, at JasonN@ZerotoFive.org.  

For support related to classroom practices, quality improvement, coaching, curriculum, learning 
environments, or other program quality initiatives, programs are encouraged to contact your local 
SPARK Montana Technical Assistance Provider or the SPARK Montana Help Desk.  

 

 

mailto:JasonN@ZerotoFive.org
https://sparkmontana.com/about/
https://sparkmontana.com/about/
https://sparkmontana.com/spark-montana-help-desk/
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Disclaimers Statement #1 
• Every handbook disclaimer statement should use bold, large, capitalized, or special type, 

and be placed under a conspicuous and descriptive heading. 

o Disclaimer statements should be placed in prominent positions in the handbook 
and should use clear and unambiguous language. 

o Disclaimers that have generally proven to be an effective defense against an implied 
contract charge typically include the following: 

▪ Statements clearly expressing the policy of the program and language that 
explicitly state that the handbook is not a contract. The enrollment contract 
is the contract. 

▪ The policies and procedures described in the handbook may be changed or 
deviated from at the discretion of the provider at any time with or without 
notice. 
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SECTION 1: INTRODUCTORY STATEMENT/WELCOME 

Company Mission/Vision/Values/Philosophy Statements 

Company Background 

Program Type 

Ratios 

Enrollment 

Holidays and Closings 

Hours of Operation 

 

Equal Opportunity Statement 

Equal Opportunity Statement 

Americans with Disabilities Act 

Reasonable Accommodations 

 

Purpose of the Employee Handbook 

 

Orientation Process  

 

Contractual Disclaimer and At-Will Statement 
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SECTION 2: THE IMPORTANCE OF POLICIES AND 
PROCEDURES 

Why Policies and Procedures Matter 

• Promote consistency throughout the organization 

• Help ensure fair and equitable treatment of employees 

• Establish clear expectations and responsibilities 

• Support informed decision-making 

• Reduce misunderstandings and confusion 

• Provide guidance during challenging situations 

• Strengthen accountability 

Supporting Children, Families, and Employees 

• Creating predictable experiences for families 

• Promoting continuity of care and services 

• Supporting positive relationships with families 

• Establishing professional expectations for staff 

• Helping employees understand their roles and responsibilities 

• Supporting employee confidence and success 

Protecting the Organization 

• Managing operational and organizational risk 

• Supporting compliance with applicable regulations 

• Protecting company assets and resources 

• Reducing liability exposure 

• Safeguarding confidential information 

• Promoting workplace safety and security 

Creating Consistency in Decision-Making 

• Establishing standardized practices 

• Promoting fairness across employees and departments 

• Reducing perceptions of favoritism 

• Providing managers with decision-making guidance 

• Supporting consistency in supervision and leadership 

Supporting a Positive Workplace Culture 

• Reinforcing organizational values 
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• Establishing shared expectations 

• Promoting professionalism and respect 

• Encouraging teamwork and collaboration 

• Contributing to a healthy work environment 

• Supporting employee engagement and retention 

Policies Cannot Anticipate Every Situation 

• Policies provide guidance for common situations. 

• Unique circumstances may require management discretion. 

• Leadership reserves the right to evaluate situations individually. 

• Employees should seek clarification when uncertain. 

• Good judgment, professionalism, and organizational values should guide employee actions 
when written procedures do not specifically address a situation. 
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SECTION 3: EMPLOYMENT PRACTICES AND 
WORKPLACE OPERATIONS 

Employment Status and Classification 

Initial Employment Period/Probationary Period 

Definition of Full-Time/Part-Time Employees 

 

Scheduling, Attendance, and Compensation Administration 

Employee Workweek 

Attendance and Punctuality 

Hours of Work 

Meal and Rest Periods 

Overtime 

Timekeeping 

Paydays 

Payroll Deductions 

Garnishments 

 

Personnel Records and Employment Documentation 

Personnel/Staff Records 

• See Also, Administrative Rules of Montana (ARM) 37.96.311 

https://rules.mt.gov/browse/collections/aec52c46-128e-4279-9068-8af5d5432d74/policies/6f34bb97-0bc4-4c12-8690-acc65643fc16
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Employment Reference Checks 

 

Workplace Operations and Communication  

Open Door and Employee Concerns Procedures 

Customer Relations and Family Interactions 

• New Family Inquiries 

• Response Expectations 

• Follow Up Procedures 

• Dealing with Challenging Interactions 

Bulletin Boards 

 

Technology and Information Systems 

Comprehensive Staff Use of Technology 

• Acceptable/unacceptable use of:  
o Computer 

o Email 
o Cell Phones/Mobile Devices 

• Digital Confidentiality of Work-Related Information 

• Email Etiquette 

• Personal Use of Program’s Technology Resources 

• Use of Media Releases 

• Use of Social Media 

Information Security Practices 

• Backing Up Documents – Saving documents in more than one medium 

• Backing Up an internal hard drive 

• Encrypting/Protecting Sensitive data (eg: Social Security Numbers, Credit Card Numbers) 

• Computer firewall protection activated 

• Interacting with secure websites only  
• Limited authority to install software on program devices 

• Limited  staff access to sensitive data or information 

• Former employees removed from electronic data access on last day 

• Dual factor authentication 
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• Staff password changes for computer access quarterly 

• Individual log-ins and passwords for shared devices 

• Locking/password protecting program devices while not in use 

• Pop-up restrictions 

• Storage of sensitive data in secure locations (eg: password protections for electronic files)  

• Information security training annually 

• Updates of security software 

• Confidentiality forms for protecting third party risk (ex: web designer access, payroll 
services) 

• Only using secure internet networks 

 

Risk Management and Operational Preparedness 

Risk Management Plan 

• Emergency Disaster Plan 

o See Also, ARM 39.96.410 

• Child Health Considerations 

o Information on child allergies and chronic medical conditions 

• Fire and Emergency Drills 

o Fire  
▪ See Also, ARM 37.96.409 

o Indoor emergencies 

• Business Risk Reduction  
o Reducing risk of allegations of child abuse/neglect 

o Maintaining safety of people, facilities, equipment, and/or materials 

 

https://rules.mt.gov/browse/collections/aec52c46-128e-4279-9068-8af5d5432d74/policies/2aeb3eb0-9fdb-4d3c-abba-ea64371c77a1
https://rules.mt.gov/browse/collections/aec52c46-128e-4279-9068-8af5d5432d74/policies/4505b5c8-ec25-464f-b67b-4a5a1ba5fb9e
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SECTION 4: CHILD CARE LICENSING, HEALTH, AND 
SAFETY COMPLIANCE 

Workplace Conduct and Safety Expectations 

Violence and Weapons 

Sexual Harassment/Unlawful Harassment 

Tobacco, Drugs, and Alcohol Use 

 

Child Protection and Mandatory Reporting 

Mandatory Reporting, Shaken Baby, Head Trauma, Abuse/Neglect 

• See Also, Administrative Rules of Montana (ARM), 37.96.313 

 

Infant and Child Safety 

Safe Sleep Policy 

• See Also, Administrative Rules of Montana (ARM), 37.96.303 

Sleep Safety 

• See Also, Administrative Rules of Montana (ARM) 37.96.415 

Water Safety 

• See Also, Administrative Rules of Montana (ARM) 37.96.413 

Transportation Safety 

• See Also, Administrative Rules of Montana (ARM) 37.96.414 

Health Practices and Medication Management 

Medication Administration 

• See Also, Administrative Rules of Montana (ARM) 37.96.5 

https://rules.mt.gov/browse/collections/aec52c46-128e-4279-9068-8af5d5432d74/policies/3522ab7c-98e4-4f20-9f2f-64ce45fc7cdb
https://rules.mt.gov/browse/collections/aec52c46-128e-4279-9068-8af5d5432d74/policies/e348f859-fbad-4c99-8884-471544d4b8ea
https://rules.mt.gov/browse/collections/aec52c46-128e-4279-9068-8af5d5432d74/policies/e299bb1c-fea6-4beb-b3f8-1b2eb1034625
https://rules.mt.gov/browse/collections/aec52c46-128e-4279-9068-8af5d5432d74/policies/4bbfe56b-fe4d-491b-a1f6-a4e468200ce5
https://rules.mt.gov/browse/collections/aec52c46-128e-4279-9068-8af5d5432d74/policies/0c1df34c-ddb0-4a04-ae2c-9737b560f16f
https://rules.mt.gov/browse/collections/aec52c46-128e-4279-9068-8af5d5432d74/sections/9e1fdb26-a3e4-4cc7-949e-a2f61b3abc15
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Illnesses 

• See Also, Administrative Rules of Montana (ARM) 37.96.505 

Hand Hygiene 

• See Also, Administrative Rules of Montana (ARM) 37.96.608 

Laundry and Clothing 

• See Also, Administrative Rules of Montana (ARM) 37.96.613 

Food Preparation and Handling 

• See Also, Administrative Rules of Montana (ARM) 37.96.624 

Nutrition 

• See Also, Administrative Rules of Montana (ARM) 37.96.704 

 

Regulatory Compliance and Documentation 

Record Retention – three years 

• See Also, Administrative Rules of Montana (ARM) 37.96.306 and 307 

Fingerprint and Background Checks 

• See Also, Administrative Rules of Montana (ARM) 37.96.1002 

 

 

https://rules.mt.gov/browse/collections/aec52c46-128e-4279-9068-8af5d5432d74/policies/1e33c082-37a6-4cdd-b996-365e1d3f510c
https://rules.mt.gov/browse/collections/aec52c46-128e-4279-9068-8af5d5432d74/policies/4a9fd120-6319-4107-acde-cf333f5f418f
https://rules.mt.gov/browse/collections/aec52c46-128e-4279-9068-8af5d5432d74/policies/1b3b1ce8-3109-48b6-b407-34aefbbf9de8
https://rules.mt.gov/browse/collections/aec52c46-128e-4279-9068-8af5d5432d74/policies/605f3521-3a68-4de4-bb18-02195c8c6d45
https://rules.mt.gov/browse/collections/aec52c46-128e-4279-9068-8af5d5432d74/policies/5113539c-1b16-4ce1-a8e1-38cfb512c7c7
https://rules.mt.gov/browse/collections/aec52c46-128e-4279-9068-8af5d5432d74/policies/370c2e4a-bebc-4bc1-9071-4bccaf5ba108
https://rules.mt.gov/browse/collections/aec52c46-128e-4279-9068-8af5d5432d74/policies/deb6a4d4-7831-4493-bb39-a0241ae72a02
https://rules.mt.gov/browse/collections/aec52c46-128e-4279-9068-8af5d5432d74/policies/8440c7d2-5f32-4f14-a0f1-62c20113621e
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SECTION 5: HEALTH, SAFETY, AND INCIDENT 
MANAGEMENT 

Safety Program Administration 

Workplace Safety Philosophy 

• Shared responsibility for safety 

• Creating a culture of safety 

• Prevention before correction 

• Employee responsibility for identifying hazards 

• Management commitment to safety 

Staff Wellness and Fitness for Duty 

• Fatigue Management 

• Reporting illness 

• Workplace stress  
• Emotional well-being and Employee Assistance Resources 

Hazard Prevention and Identification 

Hazard Identification and Reporting 

• Reporting unsafe conditions 

• Reporting damaged equipment 

• Reporting building and facility concerns 

• Documentation procedures 

• Timelines for reporting hazards 

• Supervisor notification procedures 

• Follow-up and corrective action processes 

Environmental Health and Safety 

• Indoor air quality 

• Hazardous materials storage 

• Chemical labeling requirements 

• Cleaning product safety 

• Pest management considerations 

• Ventilation practices 
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Safe Lifting and Ergonomics 

• Lifting children safely 

• Moving equipment 

• Furniture setup 

• Preventing back injuries 

• Proper body mechanics 

• Repetitive motion injury prevention 

Slip, Trip, and Fall Prevention 

• Housekeeping expectations 

• Spill cleanup procedures 

• Winter weather precautions 

• Playground inspections 

• Walkway maintenance 

• Appropriate footwear 

Safety Inspections 

• Daily safety checks 

• Classroom inspections 

• Playground inspections 

• Vehicle inspections 

• Facility inspections 

• Documentation requirements 

 

Emergency Preparedness and Response 

Emergency Medical Response 

• First aid procedures 

• CPR responsibilities 

• Emergency notification procedures 

• Access to emergency information 

• Communication with supervisors 

• Documentation requirements 

Fire Prevention and Fire Safety 

• Fire prevention practices 

• Extinguisher awareness 

• Fire drill responsibilities 
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• Evacuation procedures 

• Accountability procedures 

• Designated staff responsibilities 

Severe Weather and Environmental Emergencies 

• Tornadoes 

• Wind events 

• Extreme heat 

• Extreme cold 

• Air quality events 

• Flooding 

• Wildfires and smoke 

Security and Facility Access 

• Visitor management 

• Securing entrances 

• Unauthorized persons 

• Building access controls 

• Key and access card management 

• Lockdown responsibilities 

Vehicle and Transportation Safety 

• Authorized drivers 

• Vehicle inspections 

• Seat belt requirements 

• Loading and unloading procedures 

• Child accountability systems 

• Emergency transportation procedures 

 

Incident Reporting and Investigation 

Accident, Injury, and Incident Reporting 

• Employee injuries 

• Child-related incidents involving staff 

• Near-miss reporting 

• Property damage incidents 

• Documentation requirements 

• Reporting timelines 
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• Internal review procedures 

• Corrective action implementation 

Near-Miss Reporting 

• Examples: 

o Child almost exited through unsecured door 

o Staff nearly slipped on wet floor 

o Playground equipment failure discovered before injury 

o Medication administration error caught before administration 

• Organizations learn a tremendous amount from near misses. 

 

Occupational Safety and Health 

Bloodborne Pathogens and Exposure Control 
• Exposure to blood or bodily fluids 

• Universal precautions 

• Personal protective equipment (PPE) 

• Cleaning and disinfecting procedures 

• Exposure reporting procedures 

• Follow-up actions 

Personal Protective Equipment (PPE) 

• Gloves 

• Cleaning and sanitizing equipment 

• Food preparation requirements 

• Diapering procedures 

• Disease outbreak situations 

• Respiratory protection when appropriate 

Workers' Compensation Procedures 

• Reporting workplace injuries 

• First Report of Injury requirements 

• Medical treatment procedures 

• Return-to-work expectations 

• Restricted duty assignments 

• Documentation requirements 
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Safety Training and Continuous Improvement 

Safety Training Requirements 

• Orientation training 

• Annual refreshers 

• Documentation of training 

• Emergency preparedness training 

• Equipment-specific training 

• Health and safety updates 

Safety Committee or Continuous Improvement Process 

• Reviewing incidents and trends 

• Root cause analysis 

• Corrective action planning 

• Employee safety suggestions 

• Continuous improvement efforts 

• Annual safety review 
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SECTION 6: PROFESSIONAL CONDUCT, WORKPLACE 
RELATIONSHIPS, AND ORGANIZATIONAL CULTURE 

Confidentiality and Proprietary Information 

Professionalism and Professional Relationships 

Professional conduct 

Professional appearance and dress 

Professional communication 

Relationships with coworkers 

Relationships with families 

Maintaining professional boundaries 

Collaboration and teamwork 

Conflict prevention 

Representing the organization positively 

 

Workplace Conduct Standards 

Employee Conduct 

Workplace Etiquette 

Hiring of Relatives, Family, Friends 

Visitors in the Workplace 

 

Conflict Resolution 

(See also Program Administration Scale Third Edition (PAS-3) Item 21, Strand 4) 

• Definition of Conflict Resolution in the context of the Work Environment 
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• Resources, books, articles, training, and videos regarding how to deal with coworker 
conflicts 

• Expectations for peers to work together to resolve disputes using open, professional 
communication prior to escalating to a supervisor 

• Procedures regarding appropriate behavior in dealing with peer-to-peer conflict resolution 

• Procedures regarding communication strategies to be used with peer-to-peer conflict 
resolution 

• Requesting supervisor support in resolving conflicts 

• Procedure for formally filing a grievance against a coworker 

 

Organizational Culture and Norms 

Mission-driven decision-making 

Teamwork expectations 

Collaboration 

Respectful communication 

Accountability 

Continuous improvement 

Problem-solving expectations 
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SECTION 7: PERFORMANCE MANAGEMENT, 
PROFESSIONAL DEVELOPMENT, AND CAREER 
GROWTH 

Performance Management 

Supervision 

Performance Reviews, Evaluations, Appraisals 

Performance Improvement 

 

Professional Development 

Orientation Training 

• See Also, Administrative Rules of Montana (ARM) 37.96.914 

Annual Training 

• See Also, Administrative Rules of Montana (ARM) 37.96.915 

• See Also, Montana Early Care and Education Knowledge Base 

Health and Safety Refresher Course 

• See Also, Administrative Rules of Montana (ARM) 37.96.918 

Continuing Education 

Professional Growth Planning 

Montana Early Care and Education Knowledge Base 

 

https://rules.mt.gov/browse/collections/aec52c46-128e-4279-9068-8af5d5432d74/policies/1b591fcb-cd65-4ab8-822a-6c6c796f023b
https://rules.mt.gov/browse/collections/aec52c46-128e-4279-9068-8af5d5432d74/policies/d1f8f0bf-a06a-41b0-ae53-ead8a4783546
https://www.childcaretraining.org/mod/page/view.php?id=28801
https://rules.mt.gov/browse/collections/aec52c46-128e-4279-9068-8af5d5432d74/policies/1e5a0bcd-4a6f-4865-b3c8-45d8053026cc
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Career Advancement 

Promotions 

Transfers 

Compensation transparency for Staffing Pattern, Wage Scale 
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SECTION 8: EMPLOYMENT SEPARATION 

Exit Process 

Voluntary Separation 

Involuntary Separation 

Reduction in Force 

Layoff and Recall 

Payment of Wages at Exit/Termination 

Return of Company Property 
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SECTION 9: BENEFITS 

Leave Benefits 

Sick Leave 

Vacation 

Paid Time Off 

Bereavement Leave 

Military Leave 

Jury Duty 

Family and Medical Leave 

Personal Leaves of Absence 

 

Insurance and Financial Benefits 

Health Insurance 

Life Insurance 

Disability Benefits 

Retirement Plans 

Unemployment Insurance 

Workers' Compensation Overview 

 

Professional and Wellness Benefits 

Educational Assistance 

Training Benefits 
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Mental Health Benefits 

Wellness Programs 

Employee Resource Groups 

Service Awards 
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SECTION 10: ACKNOWLEDGMENTS, DISCLAIMERS, 
AND RECEIPT 

Disclaimers Statement #2 

• Every handbook disclaimer statement should use bold, large, capitalized, or special type, 
and be placed under a conspicuous and descriptive heading. 

o Disclaimer statements should be placed in prominent positions in the handbook 
and should use clear and unambiguous language. 

o Disclaimers that have generally proven to be an effective defense against an implied 
contract charge typically include the following: 

▪ Statements clearly expressing the policy of the program and language that 
explicitly state that the handbook is not a contract. The enrollment contract 
is the contract. 

▪ The policies and procedures described in the handbook may be changed or 
deviated from at the discretion of the provider at any time with or without 
notice. 

Summary and Acknowledgment 

 

Signature and Acknowledgment of Receipt 

Employee Name 

 

Employee Signature 

 

Date 

 

Director Name 

 

Director Signature 

 

Date 
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For internal use only: 

Distribute digital and/or physical copies: 

 To Employee 

 To Director/Administrator 

 

 

### 
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