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Employee Handbook Acknowledgement Agreement 

For the purposes of this Agreement, the following definitions apply.  

Agreement means:  
This Employee Handbook Acknowledgement Agreement dated: INSERT:  
Date 

the Company means:  

 

The formal legal name of your compay that is entering into the contractual 
relationship. EXAMPLE: The legal name that will appear on the pay stub. 
(Ensures contract is binding when you have staff working in different legal 
entities.) 

the Handbook means:  

 

The current version of the Company Employee Handbook dated INSERT: 
Date of current Employee Handbook 

Staff Policies means:  

 

The policies and topics set out in the Staff Policies section and subsections 
of the Handbook 

Engagement means:  

 

An employment or other contractual relationship with the Company, 
including as an independent contractor 

Engagement Agreement 
means:  

The signed Agreement that outlines the terms and conditions of your 
Engagement 

Remaining Sections means:  The topics set out in the Human Resources, About the Company, and Our 
Practices sections and subsections of the Handbook 

Consideration means: Include this row & Clause 12 only when asking an individual to sign this 
agreement after their first day of work.  Insert the additional benefit or 
monetary award received in exchange for signing the agreement 

 

I, INSERT: Staff Member name, acknowledge that: 

1. I have received from the Company my copy of the Handbook on INSERT:  Same date referred to 
in the first row of the definitions table above, i.e., Agreement means: .  

2. I understand that if I don’t sign and return this Agreement to INSERT:  HR individual name by 
INSERT:  Date BEFORE the individual's first day of work, or other date relating to other 
circumstances, the Company’s INSERT:  Consideration. This may be Engagement Agreement, 
offer for salary increase will expire.  
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3. I have read and understand Staff Policies, and I agree that my Engagement will be governed by 
Staff Policies.  

4. If I am not an employee of the Company, I understand that all Staff Policies are applicable to me, 
except for topics that indicate that they apply only to employees.  

5. The Company may, from time to time, amend, alter, or delete policies included in Staff Policies 
to meet its business needs or adhere to changing legislation, and I agree that upon receiving 
notice of such policies, my Engagement with the Company will be governed by such revised 
policies. 

6. I am aware that if I do not understand any of the information included in Staff Policies, I can 
discuss any questions I may have with INSERT: HR individual name prior to signing and returning 
this Agreement.  

7. I understand that failure to adhere to Staff Policies may result in disciplinary measures, up to and 
including immediate termination of my Engagement with just cause.   

8. I understand that the policies and subject matters included in Staff Policies supersede all and any 
previous policies or subject matters referred to in Staff Policies and supersede any and all 
previous understandings (whether written or oral) made between me and the Company or any 
of its representatives. 

9. I understand that my Engagement Agreement outlines all of the Company’s obligations as it 
relates to my Engagement. The Remaining Sections, unless specifically referenced in my 
Engagement Agreement or in this Agreement, do not form additional Company obligations 
relating to my Engagement and are not a guarantee by the Company of the conditions and 
benefits that are described within them and are not a promise by the Company of specific 
treatment in a specific situation. 

10. I understand that it is the Company’s intention to be compliant with the law throughout the 
Handbook and in the event that something in the Handbook conflicts with federal or provincial 
laws, those laws will govern. 

11. The contents, terms, and effects of Staff Policies have been explained to me by legal counsel, or 
that I have waived my right to seek independent legal advice but fully understand and accept the 
contents, terms, and effects of Staff Policies; that I sign this Agreement as a free act. 

12. I understand and agree that I am receiving Consideration in exchange for this signed Agreement 
and that the benefit of the Consideration exceeds what I would be entitled to receive in the 
absence of this Agreement. 

 

INSERT: incumbent name    

Signature                                                                                                                                         Date 
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Witness Name, Address, & Phone Number (Please print legibly) 
 

Witness signature                                                                                                                            Date 
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