1.2.2 About This [Name of this Document] and Your Employment Status (Mixed) 

This [e.g., employee handbook, handbook, manual, policy manual, policy guideline] is meant to accomplish several goals.

It describes your relationship with us, your employer.

It lists our benefits, your eligibility for those benefits, and the procedures for accessing those benefits. Some benefits are governed by insurance policies and are subject to the terms contained in those written insurance policies. These benefits are included in summary fashion in this document.
[Name of this Document] lists contacts for you to speak to if you have questions or concerns.

It contains our policies and procedures regarding your responsibilities as an employee. 

[It replaces our previous [e.g., employee handbook, handbook, manual, policy manual, policy guideline] titled [name of previous document and the edition]].
Finally, we hope it can answer many of the questions you may have as an employee.

[Name of this Document]’s Limitations

Please note there are also some things that this [e.g., employee handbook, handbook, manual, policy manual, policy guideline] does not do.

First, this [e.g., employee handbook, handbook, manual, policy manual, policy guideline] does not create any type of contract of employment between you and [Employer]. You are an at-will employee unless you have a written and duly authorized contract or agreement with [Employer] that expressly states otherwise. Being an at-will employee means that you are free to end your employment at your will at any time and [Employer] is free to do the same. Your employment is not for any specific length of time. Nothing in this [e.g., employee handbook, handbook, manual, policy manual, policy guideline] is meant to alter that at-will employment relationship in any manner.
Please note that not all employees of [Employer] are at-will employees. This fact does not alter your status as an at-will employee, unless the requirements for an agreement described in this policy are fully met.  

Additionally, this [e.g., employee handbook, handbook, manual, policy manual, policy guideline] cannot address every circumstance that may occur while you are performing your duties. It cannot list every act you are permitted or not permitted to do while employed or answer every question you may have. The guidelines presented in it are not intended to be a substitute for sound decision-making, management, judgment, and discretion.
Finally, this [e.g., employee handbook, handbook, manual, policy manual, policy guideline] and the information in it is the property of [Employer]. No part of this [e.g., employee handbook, handbook, manual, policy manual, policy guideline] may be reproduced or transmitted in any form or by any means, electronic or mechanical, including photocopying, recording, or by an information storage and retrieval system or otherwise, for any business or commercial venture without the express written prior permission of [Employer]. The information contained in this [e.g., employee handbook, handbook, manual, policy manual, policy guideline] is strictly limited to use by [Employer] and its employees. The disclosure of this [e.g., employee handbook, handbook, manual, policy manual, policy guideline] to competitors is prohibited. Making an unauthorized disclosure is a serious breach of our standards of conduct and ethics and shall expose the disclosing party to disciplinary action and other liabilities as permitted by law. 
Consequently, we ask that you inquire with your [e.g., manager, supervisor, Human Resources Department, Personnel Department] before acting on matters that are in question or that this [e.g., employee handbook, handbook, manual, policy manual, policy guideline] does not address. If something is not addressed in this [e.g., employee handbook, handbook, manual, policy manual, policy guideline], [Employer] will act in its discretion as the law permits.

[Employer] also reserves the right, without notice, to modify, supplement, and/or rescind any policy or portion of a policy, procedure or benefit (in whole or in part) in this [e.g., employee handbook, handbook, manual, policy manual, policy guideline], as well as any other policy, procedure or benefit of [Employer] whether or not physically appended to this [e.g., employee handbook, handbook, manual, policy manual, policy guideline].

Please note that no manager, supervisor, or other [Employer] representative can make changes to this [e.g., employee handbook, handbook, manual, policy manual, policy guideline]. Only the [e.g., President, CEO, owner] can make changes and those changes, if made, must be in writing and signed by the [e.g., President, CEO, owner]. No person, no matter his or her title or position, can change the substantive terms or conditions of your employment, including what is written in this [e.g., employee handbook, handbook, manual, policy manual, policy guideline] unless such changes are performed as described in this paragraph. Furthermore, nothing contained in any policy or procedure, whether or not physically appended to this [e.g., employee handbook, handbook, manual, policy manual, policy guideline], any job description, application for employment, or any other [Employer]-created document shall in any way alter your at-will employment status or create any contract of employment whatsoever. You are, at all times, an at-will employee.
Questions About This Policy

If you have questions, suggestions or concerns about this policy, you should direct them to [e.g., your manager, your supervisor, Human Resources Department, Personnel Department, EEO Department, Compliance Department].

If you feel uncomfortable discussing your questions, suggestions or concerns about this policy with the [e.g., person, persons, department] listed above, you can direct them to the [e.g., Human Resources Department, Personnel Department, EEO Department, Compliance Department, or the President, CEO, owner].
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