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Agenda

• Introduction to ComplianceHR
• Top 10 Handbook Mistakes—

and How to Avoid Them
• Q&A
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Introduction to 
ComplianceHR
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Simplify the Complexity of Employment Law



Presented By

© Littler Mendelson, P.C. Proprietary and Confidential

Proactive Effective Date Timeline
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Bi-monthly News Updates
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Sign Up for a Demo

Three ways to sign up for a demo: 

1. Reply “Yes” to the on-screen poll

2. Visit our website: Compliancehr.com

3. Email our team at demo@compliancehr.com

Benefits of a custom demo:

• Discuss your organization’s requirements/challenges

• Review Navigator Suite Solutions

• Share compliance methodologies 
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The Top 10 
Handbook 

Mistakes – And 
How to Avoid 

Them
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Mistake #1 – Using Non-Littler Templates

• Non-Littler templates exclude policies required by federal, 
state, and local law

• Non-Littler templates exclude best practices language vetted 
by SMEs

– Background checks

– Drug and alcohol testing

– National Labor Relations Act

– Paid family leave

– Paid sick leave

– Privacy

– Wage and hour

• Non-Littler templates include language that may create 
unnecessary compliance obligations
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Federal and State - Littler Templates
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Mistake #2 – Not Updating the Handbook Regularly

• Laws, rules, regulations, and case law change constantly.

• Company practices evolve over time.

• A static employee handbook quickly can become 
outdated and legally risky.

• Best practice is to establish a regular cadence for 
reviewing and updating the handbook.

• ComplianceHR and PolicySmart allow for real-time 
handbook updates.
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Policy News and Updates from Littler
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Mistake #3(a) – Failing to Implement Changes

• Updates to company policies 
and practices must be 
implemented to be effective. 

• Failure to properly 
communicate policy and 
practice changes can create 
significant exposure.
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Mistake #3(b) – Failing to Communicate Changes

• Updates to company policies and practices must be communicated to 
employees.

• Best practices for an effective handbook rollout:
– Track distribution to ensure that all employees receive a copy of the new 

handbook and sign an acknowledgment of receipt.

– Host a Town Hall meeting with employees to review the handbook updates and 
answer questions.

– Distribute memo to employees summarizing key policy changes from the previous 
version.

– Train managers and supervisors on policy changes and new obligations.
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Mistake #4 – Including Vague or Ambiguous Language

• Policies must be clear, specific, and easy to 
understand.

• Vague or ambiguous language may result in 
misinterpretation and inconsistent 
enforcement.

• Use plain language. 
• Define key terms.
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Mistake #5 – Inadvertently Creating Contractual Obligations

• Handbook policies that are sufficiently definite or contain mandatory language are risky:

– Employees may reasonably interpret policy language as creating binding and enforceable promises.

– Plaintiff counsel may point to non-compliance or inconsistent enforcement of policy language as evidence of 
unlawful discrimination.

• Examples:

– Compensation and benefits

– Paid time off

– Meal and rest breaks

– Probationary period

– Progressive discipline

– Termination

• Handbooks should have clear, conspicuous, and comprehensive disclaimers of contractual rights.
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Mistake #6 – Using the Handbook to Create Contractual 
Obligations
• Employers often include contractual language in 

the employee handbooks:
– Arbitration agreements

– Confidentiality agreements

– Inventions assignment agreements

– Non-competition agreements

– Non-solicitation agreements

– Non-solicitation agreements

• Contractual language conflicts with the disclaimer 
contained in many handbooks that it is not a contract.

• To obtain binding and legally enforceable promises 
from employees, a standalone contract is required.

• It is strongly recommended that any standalone 
contract is reviewed by a Littler SME to ensure multi-
state compliance.
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Mistake #7 – Misalignment of Policies and Practices

• Do not include any policies in your handbook that you do not intend to 
enforce fairly and consistently.

• “Dormant” policies need to be removed from the handbook.

• Non-enforcement or inconsistent enforcement of handbook policies 
carries significant legal risk:

– Discrimination and retaliation claims

– Civil and criminal penalties for non-compliance with applicable law

– Weakening of affirmative defenses in employment litigation

– Undermining of employer position at unemployment hearings

– Erosion of trust and harm to employee morale
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Mistake #8 – Failing to Account for Your Workforce

• Tailor policies to your workforce’s 
structure and needs. 

• Consider remote, hybrid, exempt/non-
exempt, multi-state employees. 

• One-size-fits-all handbooks don’t work. 
• Customize for relevance and 

compliance. 
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Mistake #9 – Failing to Properly Train Managers and 
Supervisors

• Best practices for manager and supervisor 
training on handbook policies:
– Explain the “why”
– Highlight key policies and policy updates
– Practice enforcement with real world 

examples
– Discuss legal implications of non-

compliance
– Provide resources and ongoing support
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Mistake #10 – Lack of an Acknowledgment

• Acknowledgment confirms receipt 
and understanding.

• Critical for legal protection and 
enforcement. 

• Include clear disclaimers of 
contractual rights. 

• Store acknowledgments securely and 
accessibly. 
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Sign Up for a Demo

Three ways to sign up for a demo: 

1. Reply “Yes” to the on-screen poll

2. Visit our website: Compliancehr.com

3. Email our team at demo@compliancehr.com

Benefits of a custom demo:

• Discuss your organization’s requirements/challenges

• Review Navigator Suite Solutions

• Share compliance methodologies 
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This information provided by Littler is not a substitute for experienced legal counsel and does not provide legal advice or attempt to address the 
numerous factual issues that inevitably arise in any employment-related dispute. Although this information attempts to cover some major recent 
developments, it is not all-inclusive, and the current status of any decision or principle of law should be verified by counsel.    

Questions?
24
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