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Use Your Employee Handbook to 
Protect Yourself and Your Employees
Gail Merz, Director of Employee Development and HR, Pacific Crest Group

Our clients operate all different kinds of businesses, from medical practices, to marketing firms, to small manufactur-
ers. It’s amazing that many of these businesses operate without an employee handbook, or if they do have a 
handbook, it’s been adapted from a cheap online template that really doesn’t protect them. 

As a physician, if you can assemble the right team of professionals who understand your business and understand 
how to run the office smoothly, then you can worry about the patients and let the practice run with only minor 
supervision.
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•  Providing employees with important information about the company, its practices, and its work
      environment.

•  Providing legal protection to employers by setting clear expectations and standards for employee
      behavior and compliance.

•  Providing financial protection to employers by outlining benefits policies that are reasonable and
      that promote employee retention, and establishing guidelines around expenses.

Each Business Has Unique Needs
Every business needs an employee handbook outlining policies and procedures specifically created to suit its 
operations and its employees. A handbook template, while it may cover the minimum compliance requirements, 
won’t be able to address unique operational needs. The employee handbook is usually the first place that workers 
go for information about important things such as vacation time, expense reports, sick leave, health insurance, etc. 
Therefore the handbook and personnel policies need to provide both a positive first impression and enough informa-
tion to direct employees to the right supporting documents, such as the health insurance plan.

When it’s properly designed, the employee handbook can eliminate a lot of questions and concerns, and can 
actually help define the corporate culture. It also helps protect you as the employer from a legal standpoint, provid-
ing written guidelines and rules that are defensible in the event of an issue over, say, promotion policies or vacation 
time. It provides clear guidelines for things such as expense reports and raises to eliminate uncertainty around what 
could be problematic gray areas.  And wisely chosen benefit policies will both help retain good employees, and help 
control skyrocketing benefit costs. 

A Handbook Can Eliminate Questions and Concerns
There are so many little issues and concerns that can be easily addressed in a well-designed employee handbook. 
You need to consider the company’s finances and cash flow, employee retention strategies, corporate culture, and 
compliance issues. You also need to customize the handbook to accommodate the size of the company, managerial 
hierarchy, number of employees, and benefits offered.
If you create a solid employee handbook, it can serve multiple functions, including:
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It’s important to get professional insight to strike the right balance. You want to use your employee handbook as an 
extension of your company brand and culture, but you want to make sure it does the job when it comes to outlining 
policies and procedures and providing an appropriate level of protection. Developing an employee handbook is a 
task best left to experienced professionals, and it’s something that no company should be without.

Gail Merz is Pacific Crest Group’s Director of Employee Development and HR departments, and our resident 
human resources expert. She currently manages and operates many medical practices in the Bay Area. Before 
joining Pacific Crest Group, Gail spent eight years in medical office management handling recruiting, staff 
training, managing patient relations, and overseeing finances. Gail holds a B.A. from San Francisco State 
University.

You can reach Gail at (415) 461-2586 or by email at gmerz@pcg-services.com.


