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Purpose
This manual aims to help employees familiarize themselves with the work environment and what 

is required of them at [COMPANY NAME]. It explains the conditions and employment terms of 

employees working at [COMPANY NAME] in helping the company realize and implement its 

goals. Employees at [COMPANY NAME] should embrace and use this manual as a guide to the 

realization of the successful implementation of their duties. Employees at [COMPANY NAME] 

are responsible for fully reading this manual for a detailed comprehension of each aspect of the 

manual to avoid breaking workplace rules or omitting the performance of some roles. Should an 

employee have difficulty or experience a challenge in reading or comprehending an aspect(s) in 

the manual, they should contact the General Manager to get a detailed explanation(s). This manual 

highlights the benefits to enjoy, procedures to adhere to when performing tasks, services to offer, 

and policies to act as a reference guide. This manual will be given to each employee before 

enrolling for a job to read and confirm whether they shall oblige to the policies and procedures. In 

addition, employees shall remain with this manual during their employment at [COMPANY 

NAME] to act as a reference guide. 

[COMPANY NAME] is bound to make changes to this manual at any time the management finds 

it fit to do so without notifying or seeking permission from the employees. In the future, when 

[COMPANY NAME] makes changes to this manual and there are conflicting provisions, 

employees are required to use the newly revised manual as it will be an improved version of this 

manual. Upon revision of this current manual, it is the responsibility of employees to find out the 

adjustments made and implement them accordingly. [COMPANY NAME] shall offer 

explanations of this manual; thus, employees can contact the General Manager to gain more 
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information on certain provisions they are interested in. This manual shall act as a reference guide 

and not as a basis for contract signing between [COMPANY NAME] and employees. 

This manual is owned by [COMPANY NAME] and it’s to be used as a reference guide and for 

personal use by [COMPANY NAME] employees. Employees should not circulate this manual 

outside the [COMPANY NAME] it is a property of [COMPANY NAME] . For circulation outside 

[COMPANY NAME], the General Manager should approve the request. 
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SECTION 1: 1.0 WELCOME 
 

 

 

 

 

 

 

 

 

DO N
OT C

OPY



 

13 

 

1.1 Welcome 

We value our employees at [COMPANY NAME]. We do our best to ensure we provide a good 

working environment to our employees. We ensure we are part of the journey of our employees in 

helping them perform their duties diligently and realize their goals. To achieve this, we have a 

manual that shall guide you throughout the journey and provide solutions to the many questions 

you could be having as you start your roles. We value your presence at [COMPANY NAME]and 

we are hopeful you shall make key contributions to the success of our company towards achieving 

our vision and mission as the most trusted private ambulance service company. You are a valuable 

asset at [COMPANY NAME] and we look forward to your significant input in providing top-notch 

quality services to everyone entrusted to our care services; thus, building and maintaining a good 

reputation. 

Welcome to [COMPANY NAME], the most trusted private ambulance service company in Rhode 

Island, we are happy to have you join us. You just joined a dedicated and focused company. We 

are hopeful your employment at [COMPANY NAME] will be challenging and rewarding. As 

much as we take pride in the services we provide, we take pride in our employees too. [COMPANY 

NAME] complies with all state laws; although there may be no express written policy about these 

laws. 

Please, take adequate time in reading this manual to fully comprehend what is expected of you and 

what actions to take in various circumstances. After reading, kindly sign to acknowledge you have 

read the provisions and contents of this manual and understood. 

We wish you success in your employment here at [COMPANY NAME]. 
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Sincerely, 

_____________ 

[NAME] 

General Manager 

 

1.1 Mission and Vision Statements 

[COMPANY NAME] is a Rhode Island-licensed private ambulance service. [COMPANY 

NAME] is privately owned and aims to provide both emergent and non-emergent medical transport 

services to the residents and communities who seek our services. [COMPANY NAME] believes 

that the best humanity to do in this world is to help improve the quality of life for patients or 

anyone in dire need of medical services; thus, assuming the full responsibility to help in achieving 

and realizing this great belief. To achieve this, the input of employees is required. [COMPANY 

NAME] values its employees and provides employees with the opportunity to excel as competent 

healthcare professionals while performing their roles. [COMPANY NAME] treats its employees 

fairly without any form of discrimination and encourages collaboration to achieve the key 

company’s goals. [COMPANY NAME] guarantees a convenient work environment and a 

workplace that encourages freedom of expression and conflict-solving to ensure that our clientele 

gets high-quality transportation medical services. 

1.2 Employment Authorization Verification 

New employees will be required to complete the federal form on the first day of employment and 

present the relevant documents as per the US citizenship and immigration services to prove identity 

and employment authorization by the first week following the start of employment with 

DO N
OT C

OPY

jomjom

jomjom



 

15 

 

[COMPANY NAME]. If by any chance an employee will not have submitted the relevant 

documents or their status has not been updated, they should contact the general manager. If one is 

authorized to work in the US for a limited period of time, one will be required to submit proof of 

renewed eligibility to work before the expiration of that period so as to remain an employee of the 

company. 

1.3 Wage Requirements 

1.3.1 Attendance Requirement 

If an employee is aware that they will be late for work or absent, they should inform the general 

manager 6 hours before the start of the next day’s working hours so that the general manager can 

make the necessary adjustments. Text messages are not allowed when communicating the same 

and this should be done via email to the general manager. It is the responsibility of an employee 

to find the general manager’s email after being employed. The reason(s) for being late or absent 

should be valid. The reason(s) should be accompanied by a valid email to support the validity of 

the reason. [COMPANY NAME] reserves the right to apply unused vacation, paid time, and sick 

time to unauthorized absences if permitted by applicable law. Absences as a result of vacation, 

approved leave, or legal requirements are exceptions to the policy. 

1.3.2 Direct Deposit 

[COMPANY NAME] advises its employees to enroll in direct deposit. This is not mandatory, but 

optional; thus, the decision is made by the employees. If an employee is interested in enrolling in 

a direct deposit, they should take an application form from the general manager, which shall be 

reflected in the payroll a month after filling. A formal written letter shall be written explaining the 

deductions that shall be made. 
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1.3.3 Hourly Consideration 

The payment an employee receives at [COMPANY NAME] depends on many factors, including 

the effort an employee makes and the number of hours worked. If an employee is not satisfied with 

their pay and requires clarification of the same, they should consult the general manager for a 

detailed explanation from the general manager. Some of the issues that can result in payment 

confusion include paycheck deductions, commissions, paid time off, benefits, and overtime. 

1.3.4 Job Abandonment 

If an employee does not report to work and does not communicate the reason for their absence for 

a duration of seventy-two consecutive hours, [COMPANY NAME] will consider that the 

employee has abandoned their job and voluntarily resigned. [COMPANY NAME] will send an 

official communication informing you of contract termination and advertise the position as vacant. 

1.3.5 Paycheck Deductions 

[COMPANY NAME] is required by law to make specific deductions from an employee’s pay 

every pay period. At times, a court order may require [COMPANY NAME] to make specific 

deductions from an employee’s pay every pay period. The amount of an employee’s tax deductions 

depends on their earnings and the number of exemptions listed on the federal form and applicable 

state withholding form. An employee can also demand voluntary deductions of their paycheck, 

including retirement plans, insurance premiums, or spending accounts. [COMPANY NAME] shall 

not make deductions on an employee’s pay which are prohibited by state, federal, or local law. If 

an employee has inquiries concerning their paycheck deductions, they should contact the general 

manager for detailed elaboration. If the general manager finds out there are inappropriate 

deductions, a full reimbursement shall be made on the next payday. 
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1.3.6 Recording Time 

[COMPANY NAME] is required by state, federal, and local laws to maintain accurate records of 

hours employees have worked. [COMPANY NAME] is focused on ensuring it has accurate time 

records and that employees are fully compensated for all hours worked. [COMPANY NAME] has 

a timekeeping application, which every employee should have and record their worked hours. This 

will help in ensuring the accuracy of the records both the [COMPANY NAME] and employees 

have. In case of a dispute in the records between the [COMPANY NAME] and an employee, the 

application will help in identifying the correct recording; thus, adjusting for accuracy. Employees 

should ensure they accurately record their time to make sure they are paid for all hours worked. 

Recording of the hours worked should align with [COMPANY NAME]’s procedures which 

include: 

i. Recording immediately before starting work. 

ii. Recording immediately after completing work, before taking meals. 

iii. Recording immediately before resuming work, after taking meals. 

iv. Recording immediately after completing their work. 

v. Recording immediately before and after any other time away from work. 

If an employee is required to clock in, they should clock in no more than four minutes ahead of 

their start time and clock out no later than five minutes after quitting time. An employee should 

notify their general manager of any errors in payment or wrong records such as involuntarily 

missed breaks or meal periods. [COMPANY NAME] does not allow falsifying time records such 

as working “off the clock.” If an employee is found to have committed such a crime, the company 

will take disciplinary action which can result in termination of the working contract. If an employee 
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or manager falsifies another employee’s time, a report to the general manager should be done for 

investigations to be made and disciplinary actions taken. 

1.4 Discipline, Layoff, and Termination 

1.4.1 Criminal Arrests/Activity 

[COMPANY NAME] will report all criminal activities as per the applicable law. [COMPANY 

NAME] does not allow its employees to participate in criminal activities whether inside or outside 

the company. If an employee is found engaging in criminal activity, disciplinary action(s) will be 

taken, which may result in suspension or termination of the work contract. [COMPANY NAME] 

expects employees to be readily available on the job, ready to perform their duties diligently, when 

requested to work. Being unable to report to work as per the company’s schedule may result in 

disciplinary actions by the company due to a violation of the attendance policy. 

1.4.2 Exit Interview 

[COMPANY NAME] may at some point ask employees to participate in an exit interview when 

leaving for another job or personal program. The purpose of the exit interview is to enable the 

management to fully understand the reason(s) for you to leave the job, identify aspects which the 

employee was not comfortable with and require urgent attention to address as they could be 

adversely impacting other employees, and help the company improve its process of hiring and 

retaining employees. The exit interview is voluntary and not mandatory; thus, an employee may 

choose to participate or not. 

1.4.3 Outside Employment 

[COMPANY NAME] understands that an employee may have an outside job that will help them 

in maximizing their earnings. If an employee has an outside job and it adversely impacts the 

availability of work performance, [COMPANY NAME] may be forced to as the employee to 

DO N
OT C

OPY

jomjom

jomjom

jomjom



 

19 

 

terminate it. [COMPANY NAME] does not have a problem with its employees having outside 

jobs during their off hours provided it does not adversely impact their job performance, work hours 

availability, and quality of services offered. [COMPANY NAME] expects employees to adhere to 

this, failure to which may result in disciplinary action(s), including termination. In case there are 

conflicts between [COMPANY NAME]’s employment and outside employment, [COMPANY 

NAME] should report to the general manager for investigation(s) to be conducted and have the 

issue(s) addressed. 

1.4.4 Post-Employment References 

[COMPANY NAME] will confirm employment dates and job title only, following a written 

authorization, [COMPANY NAME] will confirm compensation. Any requests for employment 

verification should be forwarded to the general manager. 
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[COMPANY NAME] is committed to upholding excellent communication and promoting a 

positive work environment. [COMPANY NAME] ensures employees are aware of and committed 

to the basic principles, policies, and processes. Following these guidelines can help create a 

pleasant workplace that encourages development, teamwork, and accountability. 

2.1 New Employee Orientation 

Pleasure to have you at [COMPANY NAME]! We are happy to have you as a member of our 

team, and we want to make sure that your transition into our company is easy, educational, and 

interesting. Our New Employee Orientation has been created to give you the vital information, 

tools, and skills you need to succeed at [COMPANY NAME]. 

At [COMPANY NAME], we recognize the value of a thorough onboarding procedure. You will 

learn about our corporate culture, beliefs, policies, and opportunities during our New Employee 

Orientation. This orientation will help you lay a solid foundation for success and is an essential 

first step in your journey as a team member. 

You will learn various subjects throughout the orientation that are intended to acquaint you with 

the principles, guidelines, and resources of [COMPANY NAME]. The following significant topics 

will be covered: 

i. Vision and Guiding Principles: Discover the fundamental principles and mission that 

underpin [COMPANY NAME]’s success. Learn how our long-term objectives and daily 

activities are influenced by our vision; 

ii. Benefits: Gain knowledge about the variety of advantages and perks that you can enjoy as 

a team member of [COMPANY NAME]. We offer a wide range of perks, including paid 

time off, paid retirement programs, and health insurance; 
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iii. Equal opportunities for employment and affirmative action: Recognize our dedication to 

giving everyone, regardless of background, equal opportunities. Learn about our 

commitment to building a diverse and inclusive workplace and affirmative action practices; 

iv. Company Structure and Departments: Explore [COMPANY NAME]’s organizational 

structure to understand better how each one contributes to the company's overall goals and 

operations; 

v. Resources and Opportunities: Learn about the many resources you can access as a team 

member of [COMPANY NAME]. We are here to support your growth and well-being, 

offering anything from employee assistance programs to professional development 

opportunities. 

Our orientation program for new employees is intended to be interactive and interesting. You will 

get the chance to interact with your co-employees and learn more about our corporate culture 

through having conversations, participating in activities, and asking questions. 

The orientation is also a great opportunity for you to get to know your co-employees and the 

management. In order to get the most out of your time with [COMPANY NAME], we advise you 

to communicate, connect, and form relationships with other employees. 

While your adventure with [COMPANY NAME] officially begins at the New Employee 

Orientation, our dedication to your learning and development lasts the duration of your 

employment. We provide regular training, workshops, and growth opportunities to help you 

develop your abilities and contribute more effectively to our common objectives. 

Introducing you to [COMPANY NAME] and our New Employee Orientation is something we are 

eager to do. This orientation is a reflection of our commitment to giving you the resources, 

DO N
OT C

OPY

jomjom

jomjom

jomjom

jomjom



 

23 

 

information, and help you need to flourish in your position and contribute to our success as a team. 

As this is the first step in creating a rewarding and successful career journey with us, we want you 

to approach this experience with interest, ask questions, and interact actively. We appreciate you 

deciding to join the [COMPANY NAME] family, and we are looking forward to starting this 

exciting journey with you. 

2.2 Categories of Employment 

We at [COMPANY NAME] believe in developing a cooperative working environment that 

enables people and the company to find the best fit. The "Categories of Employment" policy 

defines the stages and requirements new hires will experience throughout their initial weeks or 

months with us. This policy lays the groundwork for a seamless integration into our workforce. 

2.2.1 Introductory Period 

You will start a transforming journey as a new employee at [COMPANY NAME] during your 

introduction period, which lasts for the first 90 working days of your employment. This stage is 

crucial for your journey and ours too since it lays the groundwork for long-lasting, fruitful, and 

cooperative cooperation. 

The introduction phase is a planned period of time created to aid in your role adjustment, 

comprehension of our corporate culture, and seamless team integration. During this time, you will 

examine whether the position fits with your career goals and our management can assess your 

suitability for the post and our company principles. 

During this time, you will have the chance to demonstrate your abilities, contribute to projects, 

and interact with co-employees while also learning more about our processes, goals, and working 
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environment. You and [COMPANY NAME] will be more aware of how our collaboration fits 

with your objectives and room for expansion by the end of the initial phase. 

Throughout your initial training, the following goals will direct your experience: 

i. Mutual Assessment: During the orientation period, you can assess if your position at 

[COMPANY NAME] matches your career aspirations and objectives. You will get a first-

hand look at our workplace beliefs, norms, and expectations; 

ii. Abilities Development: Developing your abilities will provide you the chance to learn more 

about the duties of your role and participate in training and development activities that will 

help your growth; 

iii. Integration: We welcome your participation in team activities, collaboration on projects, 

and interaction with your co-employees. During your time with us, developing 

relationships and learning about our team dynamics will be beneficial; 

iv. Performance Assessment: During this time, the general manager will provide you feedback 

on your development, carry out performance assessments, and respond to any queries or 

issues you might have. 

While the initial phase is a time for mutual evaluation, it also comes with advantages and 

expectations: 

i. Support for Onboarding: To assist you in becoming comfortable with your role, our 

policies, and our work environment, you will receive thorough onboarding; 

ii. Enhancement of Skills: Participating in learning and development opportunities can help 

you advance both personally and professionally; 
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iii. Comments: Regular evaluations and comments can help you make progress and identify 

your areas of strength and improvement; 

iv. Full-Time Benefits: Despite the fact that some benefits might not be available during the 

training phase, after successful completion, you'll be able to take advantage of programs 

like 401(k), life insurance, and short-term disability. 

Expectations: 

i. Performance: Continue to give your job and your obligations your full attention; 

ii. Participate enthusiastically in group tasks, projects, and educational opportunities; 

iii. Professionalism: Uphold [COMPANY NAME]’s principles and follow our rules and 

regulations; 

iv. To resolve any questions or concerns, keep an open line of communication with the general 

manager. 

The general manager will evaluate your performance, engagement, and alignment with 

[COMPANY NAME] values at the end of your orientation time. A decision about your continued 

employment will be made in light of this evaluation. 

2.2.2 Benefits Eligibility 

Once the ninety (90) day introductory phase is completed, employees will access benefits like 

401(k), life insurance, and short-term disability. These advantages are not accessible before that 

time. [COMPANY NAME] will implement this timeframe to enable both parties to determine 

whether the work arrangement meets their expectations. 

At [COMPANY NAME], we care about the well-being of our employees and understand the 

critical role that comprehensive benefits play in creating a supportive workplace. We are dedicated 
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to offering you a selection of perks that enhance your general sense of job satisfaction, good health, 

and financial stability. While some advantages are not immediately available during your 

introductory period, once this phase is successfully completed, you become eligible for those 

benefits. 

Your personal and professional requirements are supported by our benefits package. It covers a 

range of topics that support your well-being, financial security, and work-life balance. These 

advantages consist of, but not be limited to: 

i. Health Insurance: Access to full-service medical, dentistry, and vision policies to protect 

your health and the health of your dependents; 

ii. Retirement Plans: You can plan for your financial future and make contributions to your 

long-term financial goals by joining our 401(k) retirement plan; 

iii. Paid Time Off (PTO): The accumulation of paid time off that can be used for personal 

days, sick days, vacations, and other events; 

iv. Short-term Disability: Insurance that provides financial assistance if an illness or accident 

that is covered prevents you from working; 

v. Employee assistance programs: Tools that offer aid for both personal and professional 

issues, ensuring you have access to qualified advice and support. 

Your successful completion of your Introductory Period is a requirement for eligibility for some 

benefits. This phase, which lasts for the first 90 days of your employment with [COMPANY 

NAME], provides as a time for both the [COMPANY NAME] and you to analyze how well you 

fit in and support our objectives. You are qualified for the benefits listed above once you have met 

the conditions of the Introductory Period. 
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Your preparedness to accept your role and contribute to [COMPANY NAME]’s goal and values 

is demonstrated by your successful completion of the Introductory Period. Once this phase is over, 

your eligibility for the aforementioned benefits will be enabled, enabling you to make use of the 

benefits that come with being a respected employee of our company. 

To maximize your experience as you get closer to being eligible for the benefits package, think 

about taking the following actions: 

i. Educate Yourself: Become familiar with the specifics of each benefit and comprehend how 

it might aid in your well-being; 

ii. As soon as you are eligible, make the effort to sign up for the benefits that best suit your 

requirements and situation; 

iii. Participate in our 401(k) retirement plan to safeguard your financial future and take 

advantage of company contributions while you make retirement plans; 

iv. Make Strategic Use of Accrued Paid Time Off: Encourage work-life balance and general 

well-being by making wise use of your accrued paid time off; 

v. Access Support: When necessary, use employee help programs to ensure you have the tools 

necessary to deal with difficulties. 

Beyond determining your eligibility for benefits, we are dedicated to your well-being. We are 

committed to giving you ongoing assistance, chances for professional progress, and a nurturing 

environment that promotes your success as you join the [COMPANY NAME] family. 

The period of benefits eligibility is a crucial turning point in your employment with [COMPANY 

NAME]. We urge you to take advantage of the options presented to you as you go through the 

introductory period and become eligible for our full benefits package. By making the most of these 

DO N
OT C

OPY

jomjom



 

28 

 

opportunities, you play a crucial part in our performance as a team and improve your overall job 

happiness, health, and financial stability. We are thrilled to be at your side as you move through 

this stage and anticipate a fruitful future together. 

2.2.3 At-Will Employment 

It is crucial to remember that finishing the orientation period does not ensure long-term 

employment stability. The right to terminate your employment with [COMPANY NAME] at any 

moment, for any reason, and with or without prior warning is still in place. Similarly, you can 

leave your job anytime, with or without cause, before or after the introduction period. 

Our working relationship at [COMPANY NAME] is based on an at-will employment relationship, 

which governs how we work together. The flexibility and mutual understanding that underpin our 

interactions and expectations—both of you as an employee and of us as an employer—are 

highlighted by this arrangement. It is essential that you comprehend the idea of at-will employment 

before starting your journey with us. 

Because the employment relationship is at-will, either you or [COMPANY NAME] may end it 

whenever you want, for any reason, and without giving prior warning. Both parties are given the 

option to choose according to what is in their best interests under this arrangement. In other words, 

[COMPANY NAME] retains the right to terminate your employment for reasons that comply with 

state laws and regulations, just as you have the right to quit your job without giving a reason. 

The at-will employment relationship is meant to give you and [COMPANY NAME] flexibility 

and freedom. It means that neither party is obligated to keep you on as an employee for a certain 

period of time and that you could be fired for any reason by either party. This arrangement 
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demonstrates our dedication to creating a setting where roles and responsibilities may be modified 

to meet changing company requirements. 

Although the at-will employment relationship serves as the cornerstone of our workplace culture, 

it's crucial to remember that this rule is not absolute. [COMPANY NAME] is committed to 

respecting moral and legal norms, and we acknowledge that there are instances in which choices 

regarding employment may not be left entirely to the discretion of either side. Exceptions consist 

of: 

i. Contractual Agreements: If you have a written contract outlining your job terms, such as a 

fixed-term contract, those provisions will take precedence over any at-will employment; 

ii. Collective Bargaining Agreements: If you are covered by a collective bargaining 

agreement, its terms will determine the circumstances that can lead to the termination of 

your job; 

iii. Employment Policies: Our policies are a reflection of our commitment to establishing a 

just and courteous workplace. Decisions about termination will be made in accordance with 

these policies, ensuring that they are administered fairly and in compliance with applicable 

legislation. 

While the framework of at-will employment allows for flexibility, [COMPANY NAME] is 

dedicated to upholding open lines of communication and openness with all employees. We 

promote regular discussion about your job, performance, and objectives for your career. We 

maintain clarity and alignment in our working relationship through the use of feedback sessions, 

performance reviews, and routine check-ins. 

Take into account the following when you negotiate the at-will employment relationship: 
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Note to Readers: 

 

Thank you for exploring this sample of our work. To maintain the brevity of our 

online showcase, we have provided only a selection from this piece. 

 

Feel free to contact us at info@thewrite-direction.com for more samples and 

for a deep dive of our portfolio. We are more than happy to provide extended 

samples upon request. 

 

Thank you, 

The Write Direction Team 

DO N
OT C

OPY




