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How Does Your 
Employee Handbook 
Process Stack Up?
Inside XpertHR’s 2022  
Employee Handbooks Survey

An employee handbook is an excellent tool to keep 
employees and supervisors informed of organizational 
policies, establish clear expectations and reinforce your 
company's culture. But the work required to keep the 
handbook up to date and distribute it to the workforce 
can be a burden on already taxed HR and people 
departments. While keeping the handbook current 
is tedious, it’s also critical. Employee handbooks are 
important documents that must reflect rapidly changing 
laws and evolving workplace trends. Larger concerns 
of employee engagement and morale can also drive 
handbook revisions. 

While most employers recognize the importance of 
a comprehensive, well-maintained handbook, how 
employers approach handbook creation, maintenance 
and the time spent on these tasks varies widely, as 
XpertHR’s 2022 Employee Handbooks survey reveals. 
Read on to learn more about the challenges employers 
face and insights into best handbook practices and 
regulatory requirements.
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Creating and Revising  
Employee Handbooks
Creating and maintaining a handbook is tough, and like 
many tough things, HR gets to do it. Some HR teams 
may go to an employment lawyer to craft and revise 
the handbook, but to get the best read on a workplace 
culture, HR should handle the original drafting and 
revisions. No outside counsel knows the culture as well  
as HR.  

The majority of responding employers (55%) report that 
the employee handbook is initially created by their HR 
function with review by a lawyer. Notably, 17% report that 
HR is responsible for creating the handbook without 
review by a lawyer, an approach which poses significant 
risk to the organization. 

When it comes to ongoing maintenance and revision of 
the employee handbook, half of respondents (50%) say 
HR handles the task with review by a lawyer. But nearly a 
third of respondents (32%) rely on HR to revise handbooks 
without review by a lawyer, nearly double the 17% that 
has HR create the handbook without lawyer review. 
The risk of not involving an attorney is not insignificant, 
especially when the revision is the result of a new law or 
administrative rule.

 

Keeping Up With Employment 
Law Changes
Keeping up with law is a top challenge. Staying on top of 
the constantly evolving federal, state and local legislation 
can be a huge lift for any employer. For most jurisdictions 
the most recent changes relate to equal pay laws, leaves 
(including leaves for victims of domestic violence, paid sick 
time and parental leave), and discrimination protections. 
The list can seem endless.

TIP: HR may want to consider a legal review 
of important documents, including the 
handbook, annually.
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COVID-19 also produced big changes as employees 
began working remotely. Some employees went to work 
in states where their employer had little to no presence, 
requiring employers to become familiar with and offer 
new legally mandated benefits. With these new benefits, 
becoming compliant was a top priority for HR followed 
closely by putting new provisions in the handbook

How Often to Update

Most employment lawyers and HR practitioners 
recommend updates to employee handbooks annually, 
and 27% of survey respondents take this approach. 
However, a majority of respondents update on an “as 
needed” basis, presumably when an employment law or 
organizational change sparks the revision. 

When updating a handbook, make sure employees have a 
clear understanding of what is changing and how it might 
affect them. Sending emails as well as digital notifications 
when the handbook is housed on a human capital 
management (HCM) platform or intranet can ensure that 
employees see and read the changes. When revisions are 
more than a few tweaks, holding town halls or open Q&A 
sessions may work well too.

Workplace Culture
It is not uncommon for handbooks to start with the story 
of the organization followed by its mission and values. 
Particularly at the start of their employment, employees 
can use the handbook to get a sense of the workplace 
culture. This is especially true when the policies in the 
handbook genuinely reflect the values of the organization.

TIP:  Employment laws, especially on the state and 
local level, are constantly changing. This fluctuation 
necessitates a more frequent and consistent review of 
handbook policies to ensure all policies are legally  
intact.  Also, if a law passes that requires a policy go  
in a handbook if you have one – waiting for the  
annual review will not cut it.  
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TIP: Notifications of legal updates can help HR stay 
up to date on employment and other legal changes. 
Consider signing up for notifications and HR trends 
newsletters that can help identify when a handbook 
change might be necessary.
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Many survey respondents agree. 94% of the responding 
organizations indicated it is important to address 
organizational culture in their employee handbook, with 
64% indicating it is very important and 30% stating it is 
somewhat important. 

Structuring a Handbook for  
a Workforce in Multiple  
Jurisdictions 
Organizations with employees working in more than 
one state have an additional challenge: determining the 
best way to structure their employee handbook when 
states have laws that do not quite align with one another. 
Potential options include adopting uniform policies across 
all states, which requires providing the greatest benefits 
to all employees; or using one general federally applicable 
handbook and providing supplements or addendums to 
capture differences in applicable state and/or local laws. 

How survey respondents structure their employee 
handbooks vastly differed:

A combined 58% use one federal handbook with 
addendums for state and/or local laws. This method 
captures variances in state and local law and brings 
them to employees’ attention. It also captures specific 
notifications that may be required by state and local law. 
Depending on how state addendums are distributed, 
employees may be able to see where their rights and 
responsibilities differ from their out-of-state co-workers. 
For example, an employee in Texas may see that they are 
not entitled to any parental leave, while an employee in 
the same position in Minnesota is entitled to 12 unpaid 
weeks. This could potentially create morale issues across 
an organization even if all the compliance boxes are 
checked. To address this, employers may want to consider 

using technology to provide employees with the “rights” 
to view the state supplement in the state applicable  
to them.

  

A smaller set of employers (34%) reported that they use 
one set of policies that are applicable regardless of their 
jurisdiction. This method gives every employee the same 
rights and benefits as every other employee, establishing 
an organization-wide sense of fairness while easing 
administrative burdens. Moreover, employees are likely 
to cheer that the organization is going above and beyond 
what is required, leading to improved overall employee 
satisfaction. This method, however, is likely more 
expensive.

TIP:  When a state law requires an employer to 
give a notice but not a benefit, consider including 
notification policies in the body of the handbook. 
For example, employers in several states must notify 
employees that they will not be retaliated against  
for discussing their wages with their co-workers - 
adding it to the body of the handbook is a form  
of notification. 
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TIP:  Remember, a handbook sets an employee’s 
expectations for the workplace culture too. Using 
language that is not genuine to the organization may 
result in a loss of trust.  
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Getting Employees to Read  
the Handbook 
According to XpertHR’s survey, a top challenge employers 
have is getting employees to actually read the handbook. 
It seems simple enough, but employers need to ensure 
that the handbook, and subsequent revisions, are read 
and understood by all employees.  

To get employees to read the handbook often comes 
down to why should they read it? Simply requiring 
employees to read a handbook as a compliance tool 
does not provide much motivation. Answer this question:  
Why would it be important to the employee to read the 
handbook? The answer should be that the handbook 
explains the organization’s mission and culture, and the 
employee’s success is tied to knowing and understanding 
both. When this is the case, new and even long-tenured 
employees will get a leg up by reading the handbook and 
understanding the expectations described in it. 

Once an employee has a why, craft the handbook so it is 
easy to read and understand. Leave out the legalese 

and unnecessary details, and clearly define expectations 
for both the employer and employee. Once they finish 
reading the handbook, employees should have a good 
sense of the organization and where to go if they  
have questions.

Getting Employees to  
Acknowledge the Handbook 
It’s no surprise that nearly all of XpertHR’s survey 
respondents get a handbook acknowledgment from their 
staff. The survey found that 94% of the organizations 
require that their employees acknowledge receipt of the 
handbook. 50% use digital signatures. 

An employee handbook acknowledgement is critical. If an 
employee violates a policy or does not follow procedures

TIP:  Not every employee’s first language is English. 
Having an easy-to-read handbook also means it will  
be easier to translate. Translation of the handbook into  
the languages of employees will further understanding 
and make the workplace culture more cohesive.

91%

70%

15%

4%

7%

2%

2%

2%

3%

How Do You Encourage Your Employees to
Read the Employee Handbook?

Percent of Employers

We require employees 
to acknowledge receipt of 

the handbook
We encourage them to 

read it during onboarding

Email reminders to read it

Engaging visual design

Quizzes about the 
content in the handbook

Text message reminders 
to read it

Interactive design

Other

0% 20% 40% 60% 80% 100%

Not sure

Does Your Organization Require
Acknowledgment of Receipt of the Handbook

Percent of Employers

44%
Yes - wri�en 

signature

2% No

3% Other

1% Not sure

50%
Yes - digital 

signature

N. Percentages based on all 366 responding organizations.
Source. XpertHR’s Employee Handbooks Survey 2022.

http://www.aptifore.ai/?cmpid=|USAG|HUGMN-2022622Employee_Handbook_Process_Stack_Up&sfid=7014G000001uPce
http://www.aptifore.ai/?cmpid=|USAG|HUGMN-2022622Employee_Handbook_Process_Stack_Up&sfid=7014G000001uPce


How Does Your Employee Handbook Process Stack Up?

7www.aptifore.ai

Ready to discover Aptifore?
Learn more about how Aptifore can save you and your 
business time, costs, and valuable resources now.

Book a Demo

XpertHR is a trademark of LNRS Data Services Limited. Copyright © 2022 LexisNexis Risk Solutions Group.

 laid out in the handbook, the acknowledgement 
establishes the employee was at least aware of the 
employer’s expectations. Regardless of whether the 
acknowledgement is electronic or in paper form, it should 
be stored in the employee’s personnel file.

Costly Mistakes 
A poorly written and maintained handbook can lead 
to litigation and have serious consequences on an 
organization’s reputation. Failure to include new 
protected classes in a harassment policy could signal 
to an administrative agency that the employer is not 
preventing or prohibiting some forms of harassment. 
Or failure to discuss meal breaks could signal that meal 
breaks are not routinely given. These mistakes could be 
evidence in litigation, costing the employer significant 
time and resources. Thankfully, 77% of survey respondents 
report they have not experienced these types of costly 
repercussions. 

Conclusion 
How organizations create and update employee 
handbooks can set the organization and its employees 
up for success. HR and people professionals know the 
importance of a good handbook, how it can be a key 
compliance and educational tool for employees, help 
address employee concerns and limit possible litigation. 
But to get the most value out of your employee handbook, 
it’s critical to stay on top of emerging workplace trends and 
adapt your handbook accordingly.

Has an Error in Your Employee Handbook Ever Cost 
Your Organization Monetary Repercussions?

Percent of Employers
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N. Percentages based on all 366 responding organizations.
Source. XpertHR’s Employee Handbooks Survey 2022.

TIP:  When updating a handbook, make sure 
employees have a clear understanding of what is 
changing and how it might affect them. Sending 
emails as well as digital notifications when the 
handbook is housed on an HCM platform or intranet 
can ensure that employees see and read the 
changes. An acknowledgment may not be necessary 
for every change, but when a revision expands or 
alters an employee’s rights or obligations, then an 
acknowledgement may be appropriate. 
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