Employee Manual Acknowledgment Form

Please sign, date and return this Employee Manual Acknowledgment Form to the Director confirming your receipt of this Manual and confirming your agreement to abide by the policies described within.

I have this day received a copy of the ECC Employee Manual and I understand I am responsible for reading, becoming familiar with, and complying with, all of the policies and practices described within.  I understand that this Manual replaces any and all prior Manuals, and all prior policies and practices on the topics contained in the Manual.

I understand that the policies and benefits contained in the Manual may be added to, deleted, or changed by the ECC at any time.  I understand that violation of these policies may be grounds for disciplinary action.

I understand that this Manual is not intended to create in any way a contract of employment.  I also understand that the ECC abides by employment-at-will, which permits the ECC or me to terminate the employment relationship at any time, for any reason.

I understand the information provided in the Manual is confidential and should not be reproduced or distributed in any form during and after my employment by the ECC.

	Employee Name (print)
	

	Employee Signature
	

	Date of Signature
	


Deduction Authorization

I authorize the ECC to make the following deductions and withholdings from my earnings:

•
Payroll, wage and related taxes;
•
Those authorized by law;
•
My portion of benefit premiums;
•
Amounts equivalent to any used, but unaccrued vacation or other leave time; 
•
Amounts of any charges I incur through personal use of the ECC’s property (phone calls, damage to equipment, etc.); and
•
As a result of disciplinary suspensions or penalties for violation of major safety rules.
	Employee Name (print)
	

	Employee Signature
	

	Date of Signature
	


