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About the Acknowledgement Form

Name PC-HR-1540-I. Employee Handbook — Acknowledgement Form
Owner HR
access & use Restricted to HR

A contractual Agreement that's signed by your Staff in the presence of a
witness, acknowledging that they've read, understand, and will adhere to
the Staff Policies outlined in the Employee Handbook.

The Agreement is intended for use in the following 4 scenarios:

1. When extending an offer of employment.
2. When extending an offer for contract work or other type of non-

what it is : S
employment relationship with the Company.
In these first 2 scenarios, ensure the signed form is returned to you
before the incumbent’s first day of work.
3. When periodically asking staff to reaffirm their agreement with the terms
and conditions outlined in Staff Policies in the Employee Handbook.
4. When an individual leaves the Company
. HR completes/modifies this Agreement and creates a copy for the incumbent
who uses it . . . ey
who is required to sign off on Staff Policies.
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