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Purpose
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Contents
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What’s Inside, 1st Up

The At-Will Relationship

The employment relationship can be terminated…

• By either party 

• At any time

• With or without notice

• With or without cause

• For any reason allowed by law
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Equal Employment Opportunity (EEO)

• Federally Protected Classes: Race, Color, National Origin, Age, 
Religion, Sex, Sexual Orientation, Gender Identity, Disability, 
Military or Veteran status, Genetic Information, Child or Spousal 
Support Withholding

• Classes Protected by Some State Laws: Lawful Off-Duty 
Conduct, Political Affiliation, Marital Status, Familial Status, Credit 
Report or Credit Information, Arrest Records, AIDS/HIV, Domestic 
Violence Victim Status

Exempt vs. Non-Exempt

Exempt

• Position passes specific 
tests established by the 
FLSA and applicable state 
laws

• Exempt from overtime pay 
requirements

Non-Exempt

• Position does not pass 
specific tests, or employer 
chooses to pay hourly

• Must be paid overtime pay 

• Unless notified in writing 
by management, all 
employees are non-exempt
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Conduct

Compensation
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Benefits and Leaves

State-Specifics
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Paid Time Off

Health and Safety
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Work Guidelines

Separation
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Acknowledgement

•

•

•

•
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•

•

•

•
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A Few Legalities: Policies in Conflict With the Law

• Include a provision stating that laws or ordinances will govern if the 
employee handbook contains a provision that is conflicting with 
them

• Include a savings clause: “Should any provision in this Employee 
Handbook be found to be unenforceable or invalid, such a finding 
does not invalidate the entire Employee Handbook, but only the 
subject provision.” 

•

•

•

•
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Administration
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Reviewing and Updating
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Keeping Up with Changes in the Company

Growth

Change in 
structure

Changes 
in benefits
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Implementing New Policies

1. Obtain input from management

2. Draft the policy

• Definitions if needed

• Agreement with other policies

• Effective date

3. Communicate to all employees and request a signed acknowledgement

4. Add to handbook during scheduled update

Do as You Say
Having policies you 
don’t enforce can be 
more dangerous than 
having no policies at all!
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Q & A

JD, SPHR | Laws Manager 

Kara practiced employment and bankruptcy law for five 

years before joining us, and was a Human Resources 

Generalist at an architecture and engineering firm for 

several years prior to that. As an attorney she worked on 

many wage and hour and discrimination claims in both 

state and federal court. She holds a Bachelor of Arts 

degree from Oregon State University and earned her law 

degree from Lewis and Clark Law School.

Kara Govro


