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1. Purpose

This document outlines Northbridge HR standards for employee handbook.

2. Scope

Applies to all employees, contractors, and interns within Northbridge.

3. Roles & Responsibilities

« HR Director: accountable for updates and implementation.

e Managers: ensure compliance and handle employee requests.
« Employees: adhere to policies and escalate concerns.

e Legal Counsel: advise on compliance with employment law.

4. Requirements & Procedures

o Outline company mission, culture, and core values.

o Provide guidance on employment terms, benefits, and leave.

« Detail employee responsibilities and behavioral expectations.

o Explain performance evaluation and disciplinary processes.
5. Compliance & Exceptions

Exceptions require HR Director approval. Non-compliance may result in corrective action.

6. Review & Maintenance

Reviewed annually or upon material changes in employment law.



