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Abstract 

Many research studies have been conducted to explore the significance of an employee 

handbook and the specific areas that its content should address as part of business settings. The 

aim of the current research was to (a) assess the beginner employees' perceptions about the need 

and significance of an employee handbook, and (b) to create content and design of an employee 

handbook tailored to their needs. The sample comprised of 30 employees of various nationalities, 

who were working with a private company for less than a year. The Mixed Method approach was 

used to collect and analyze the data. Results strongly indicated the need and significance of 

having an employee handbook. Consequently, an employee handbook, based on the research 

results, and suggestions and recommendations from various strata of the newcomer employees 

was designed, produced and submitted to the company for approval and implementation. 

Key words: new employees, employee handbook, employee handbook content, private company. 
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Introduction 

An employee handbook is a book provided to employees by an employer. It is a 

procedural manual which is handed out to people when they commence employment with a new 

company. It is usually distributed to the newly hired employees who need crucial and specific 

information about the organization. An employee kit is a bag containing an employee handbook 

and some accessories given to the new employees on their first day of work. Many companies 

provide a kit'that includes some company entitled accessories and an employee handbook as an 

effective communication tool for the newcomer employees, so as to begin with a positive 

mindset in the organization. Therefore it is important to develop an employee handbook for all 

the employees and especially for the new comers. 

Generally, organizations have policy and procedure manuals for their employees that 

guide the managers and supervisors through their objectives and goals. The employee handbook 

clearly and practically states all the policies and procedures that apply to them. It also includes 

their duties, responsibilities and a code of conduct of their behaviors (Rice, 2006). 

Many human resource managers, personnel managers and supervisors use handbook as a 

significant orientation tool. Some employers also emphasize that the employees read the 

handbook before they sign the official documents. However, other employees begin reading their 

handbook before orientation and refer to the employee benefits, personal policies and 

procedures, working conditions, performance standards in the different sections of their 

handbook. Moreover, a handbook illustrates the important phases of a successful employer

employee relationship (Lawson, 1998). 

An employee handbook is a basic written publication that is designed, published, and 

distributed for the purpose of providing employees and their family members with two major 
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pieces of information that are: What can employees and their families expect from the company 

and what does the company expect from its employees. Between the covers of a well written and 

published employee handbook, these two vital questions are clearly, persuasively, and honestly 

answered (Lawson, 1998). 

Substantial research has explored the communication processes that are associated with 

the new employee's entry in an organizational setting. According to Young & Lundberg (1996), 

these proces$es are methods by which employees become socialized into new organizational 

setting by learning the expectations for the occupation, as well as the pattern of communication 

within that specific work environment. 

The first day of work appears to be critical for a new employee's attitude towards his or 

her new company. A sample of hospitality-industry newcomers remembered mostly negative 

first-day incidents involving supportiveness (or its lack), appreciation (or blame), being made to 

feel welcome ( or unwelcome), and being made to feel part of the family or team ( or experiencing 

conflict and separation). Organizations need to focus on job aspects that are most critical to the 

newcomers. They should provide newcomers with the information that may reduce the 

uncertainty and anxiety surrounding the entry process. This goal can be achieved by distributing 

an employee handbook that covers the information on personnel policies like hiring, hours and 

compensation, incentives, benefits, vacation, personal time, performance, training, workplace 

behavior and grievances. It contains useful information for the employees such as the history, 

purpose, goal of an organization and the role of the employee (Young & Lundberg, 1996). 

The lack of availability of an employee handbook in a successful company in Jeddah 

emphasized the need to develop a handbook for its new employees. This current research study 

aimed to (a) determine new employee's perception towards the significance of an employee 
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handbook and (b) examine the type of information emphasized by the new employees in order to 

develop the content for the employee handbook at a private food chain. 

Research Questions 

1. Do the newcomer employees at the company perceive the need of an employee handbook?

2. What type of information is preferred and emphasized by the beginner employees to be

included in their company's upcoming employee handbook? 
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Review of the Literature 

To achieve the goal of creating an employee handbook, the literature aimed to explore the 

various researches that suggest the purpose, significance and need of an employee handbook 

along with shedding light on the standard employee handbook content. The literature aimed to 

answer the following questions: 

2.1 Why should a company have an employee handbook? 

2.2 What docts a newcomer employee go through after joining an organization? 

2.3 Is employee handbook given during orientation and training? 

2.4 What should be included in an employee handbook? 

2.5 How to create an employee handbook effectively? 

2.6 What is the difference between employee manual and employee handbook? 

2.1 Why should a company have an employee handbook? 

2.1.1 Purpose/Importance 

An employee handbook is significant for a company in many ways. It establishes trust 

between an employee and the company which is crucial for a company's success. These 

handbooks also create structured environments and build loyalty. However, there are few 

handbooks that are not written properly and they end up harming the relationship between an 

employee and the company. It can lead to a disturbing environment and put companies in a 

difficult position (Hansen & Sood, 2009). Hence with the use of right strategies, it is possible to 

develop a handbook that may be helpful in establishing a fruitful relationship between an 

employee and the company. 

Sometimes the coworkers and supervisors are an important source of information for 
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employees (Gallagher, 2007), but other sources of information like employee manuals, and other 

in-house documents also count as significant. Also, when it comes to choosing the information, 

the new comers make sure that they choose information sources that are credible and accurate 

(Sias & Wyers, 2001 ). The current study aims to develop an employee handbook along with the 

other sources of information like verbal and social communication in order to create a faster and 

effective socialization process. 

An employee handbook aims at improving the employee relations and efficiency. It is 

usually hard to organize and categorize information within an organization because the 

information tends to get scattered and lost. Hence, it is significant to provide a guide to the 

employees about the important bulletins, memoranda and policies. If there is no guide, 

employees start seeking information from their supervisors and co-workers which may be 

inconsistent from one person to another and thus create further confusion. It is crucial for the 

new employees to know what their managers and supervisors expect from them in order to 

obtain compliance. Also, the new employees do not have access to the information about the 

policies of departments in the same organization (Wilkinson, 1992). This hassle for the crucial 

information to be transmitted to all employees consistently can be avoided by creating a single 

effective handbook that covers everything ranging from company's overview to success stories. 

Thus a handbook can be a very handy tool. 

Lawson (1998) stated that the objective of an employee handbook is to serve as a 

communication tool for employees and supervisors in order to make it clear of what are the 

company's expectations and employee's expectations. Moreover, another purpose of employee 

handbook is to create consistency in the daily administrative and personal tasks. It also prevents 

employee misunderstandings, dissatisfactions, and complains because the information will be 
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easier to understand. 

According to Rice (2006), ineffective communication also acts as one of the major 

problems that some companies experience and these problems occur in all different levels of an 

organization. Therefore an employee handbook works as a primary communication tool for 

employees and helps to establish an ideal work environment. 

Sometimes verbal or face to face communication rather than documentation is known to 

be an essent�tal aspect of maintaining credibility, respect, trust and confidence of an employee. 

However, verbal communication tends to leave lesser impact, misinterpreted or sometimes 

forgotten by the listener (Levesque, 1993). 

Hence, there is a need to get all the details, facts and procedures to be documented in a 

handy book as these documents reinforce the practical understanding. 

2.2 What does a newcomer employee go through after joining an organization? 

2.2.JOrganizational Socialization 

Organizational socialization is an adaptation process that an employee goes through when 

he/she joins an organization. It helps in transforming a person from being an outsider to 

becoming an effective employee. It is a process through which newcomer employees understand 

the values and culture of an organization in order to participate and become an effective 

employee. Initially, they are surrounded by new people and in the process of discovering the new 

organization and finding what is expected of them (Young & Lundberg, 1996). Hence, 

orientation and training are some of the methods used to accomplish this. However, the 

handbook fulfills the purpose of the socialization process in a practical way which is different 

than verbal orientation and training. Moreover, if an employee receives the handbook as soon as 
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he/she joins an organization, it helps him/her to become aware and understand the crucial 

information as a newcomer. 

2.2. 2Newcomer Socialization 

Newcomer socialization is an established area of study in which every person that joins 

an organization marks the beginning of the process of assimilation. Young & Lundberg (1996) 

states that organizational assimilation is a behavioral and cognitive process through which new 

employees jofo an organization, becomes a part of it, and in the end leaves the organization. It 

consists of explicit and implicit efforts of the organization to socialize and individualize the 

newcomer employees. One of the explicit efforts of the organization is the distribution of an 

employee handbook. It makes an employee go through the cognitive and intellectual process of 

understanding their organization in every possible way. 

2.2.30rganizational Assimilation 

Young & Lundberg (1996) suggested that the feeling of uncertainty upon joining a new 

job is a process of organizational assimilation. At times, the employees are even confused about 

their roles in the organization and depend on their supervisor for clear description of their 

responsibilities. Hence, a handbook provides a clear description of the roles and job tasks of an 

employee in a single booklet so that he/she does not end up asking other employees or 

supervisors that may create further confusion because of differences in opinions. 

When the new employees join an organization, they experience culture shock and they start 

making efforts to adapt to the culture of the organization. People who fail to do so may 

experience job dissatisfaction, assimilation and employee turnover (Gallagher, 2007). In order to 

prevent employees from experiencing job dissatisfaction or employee turnover it is crucial for 

the organizations to provide employee handbooks. 
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Therefore, initially when an employee joins an organization and experiences some level of 

uncertainty and ambiguity, they indulge in information seeking behaviors. These behaviors 

enable the newcomers to master information about their tasks, roles and organization's culture. 

Moreover, it is an important aspect of educating employees by themselves about the norms of the 

organization (Young & Lundberg, 1996). The handbook serves as a primary tool for educating 

the employees about the organization by making them indulge in seeking as much information 

from it as possible. 

Organizational assimilation has three phases of socialization. The first is the Anticipatory 

phase that includes the degree to which individuals are prepared to perform their new job 

(Gallagher, 2007). The next is the encounter phase that includes the starting weeks of an 

employee's employment period consisting of their day to day activities. These experiences are 

crucial in the development of attitudes and behaviors (Gallagher, 2007). The final stage which is 

metamorphosis is the stage when the new employee gets accepted and is considered as a member 

in the organization. Hence, he/she is no longer considered new (Gallagher, 2007). 

There are many factors that play a role in assimilation and socialization and context is one 

of them. Context may also play an essential role in how newcomers assimilate and socialize. A 

newcomer employee gains information about his/her organization, social role and environment 

through context which also exists in terms of orientation and training. An employee handbook is 

usually given before the orientation and it also states the brief description about the orientation 

programs (Young, 1996). Hence, a handbook is usually given in the Anticipatory socialization 

stage through which the employees get prepared to go through the organization's values, rules, 

environment etc. 
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2.3 Is employee handbook given during orientation and training? 

Most of the organizations use certain tactics of socialization in order to enable the 

newcomers fit in the organization easily. They include formal orientation and training programs 

which are the primary experiences of an employee with the new organization. Usually, employee 

handbooks are given to the employees before the orientation and training. They are given on the 

first day of work or within the first few days of a week and serve as a tool for social integration. 

The current research also aimed to explore the perceptions of the employees regarding one of the 

socialization tactics which is the handbook (Brannen, 2011). However, an orientation or training 

is given after the first week or first few weeks. In addition, many researchers suggest that these 

programs do influence the employee about his/her impression, attitude and commitment towards 

it. However, Young & Lundberg (1996) states that these socialization activities of training and 

orientation do not influence the newcomer employee as much as building supportive 

relationships. 

Young (1996) conducted a research to examine the effectiveness of formal orientation 

and training programs for socialization. The participants were asked to recall any events that 

were most significant to them throughout the socialization process. This enabled them to 

understand the newcomer's impression about the beliefs, norms and values of the organization 

and what it is like to working in the new company. The results indicated that most critical or 

significant events were the ones that affect them emotionally and hence, training and orientation 

were not the most significant for them. 

2.4 What is the information that needs to be emphasized in an employee handbook? 

2.4.1 Target Audience 
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It is important for a company to identify the target audience and the users before 

developing the content. Most of the companies have a single handbook that is published and 

distributed to the employees of all the departments like administrative, personnel, sales, 

maintenance, etc. In contrast to this, some large organizations use more than one handbook to 

target different subject matters like job classification, geographical locations of the facilities, and 

different employee benefits, working conditions and personnel policies (Lawson, 1998). Hence, 

an employee.handbook can be prepared for different employees based on their group 

categorization or levels rather than preparing one handbook for all the employees. Therefore, the 

content of these handbooks may vary from one to another based on the employee groups. 

2.4.2Needs of the organization 

The process of creating a handbook can be made easier by focusing on the need of an 

organization. It requires the managers and employees to think critically about their job, 

professional relationships and their organization. Moreover, it is important to consider the 

policies that might be more effective. This information can be obtained from employee feedback 

through interviews and questionnaires (Hansen & Sood, 2009). Thus, focusing on the content is 

significant for the employees as well the organization and it leads to an easier understanding for 

creating an effective employee handbook. 

2.4.3Using simple Language: 

A study conducted by Hansen & Sood (2009) states that an employee handbook is a 

guide for all employees and hence technical or legal language should be avoided. It should be 

written in a simple language that everybody can understand. It is always attractive to have 

welcoming message from the CEO or President, philosophy of the company on the first few 

pages of the handbook. It is useful to ask employees for their feedback and encourage them to 
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share their experiences at the organization they are working at. Also, using a positive language 

tone instead of a negative tone is beneficial. Moreover, including a lot of"don'ts" will harm the 

employee and employer relationship as they will consider it as employee vs. employer situation. 

Controlling such things will make it easier to read and will reinforce a positive relationship 

between an employee and the employers. 

2.4.4Integrity based vs. compliance based 

Firstly, it is important to consider the employee handbook as a management 

communication tool that should include the values of the organization and help in creating an 

employee friendly environment. There are two types of handbook drafting, integrity based and 

compliance based. The integrity based handbook is proactive, positive and management directed. 

However, the compliance based is defensive, legalistic and punitive. Hence, the handbook 

information should reflect inner values and not external obligations. It is also necessary to keep 

the handbook updated and completed to avoid legal issues (Heflich, 1983). 

2.5 How to create an employee handbook effectively? 

2.5.JE.ffective Employee handbook 

An effective employee handbook must do three things: enlighten, inform and be drafted 

carefully to prevent any legal issues. It should also be easy to read. It should include information 

that give employees continuity and pride like the story of the founder, mission and vision etc. 

Moreover, it should include the purpose and then the management is required to outline all the 

personnel policies like hiring, hours and compensation, incentives, benefits, vacation, personal 

time, performance, training, workplace behavior and grievances (Heflich, 1983 ). 
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The employees also need to know what the company expects of them and what should 

they expect from the company. A handbook should consider the operating culture of an 

organization and employee expectations. In order to make it more readable, it is better to include 

numerous headings and sub headings. It is crucial to keep a handbook simple. The priorities are 

decided by the managers and are highlighted. Also, all employees must participate in the 

development .of handbook and their feedback should be obtained after the distribution of 

handbook (Rice, 2006). 

According to Wilkinson (1992), many handbooks do not cover the information that most 

of the new employees need. An effective employee handbook should provide information like 

location of restrooms and existence of any sports activities etc. A practical way to include all the 

information and keep updating it according to the needs of each employee is to use a loose-leaf 

booklet
1 format. It is cheaper and easy to update. 

In order to produce an effective hand book, the organization should constantly use it. It 

should not keep in a bookshelf gathering dust. Also, it must be written in easy and 

understandable English so that all the employees are able to understand what the policies mean. 

The focus of the handbook should be on the needs of the organization and it must be regularly 

updated and evolved (Berson, 2012). 

2.6 What is the difference between employee manual and employee handbook? 

2.6.IHandbook vs. Manual: 

Some organizations have policy manuals along with employee handbooks. A policy 

manual includes an employer's official statements and policies and they provide managers with a 

set of standards on all employee related issues like recruiting, hiring, job classifications, pay 

1 
A loose leaf booklet has pages that can easily be taken out and put back again 
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levels, compensation policies, work hours, overtime, attendance, levels of absence, employee 

benefits, safety and security, standards of conduct and termination (Berson, 2012). Similar was 

the case of the company, because they had an employee manual that was published in 2002, and 

it was used by the researcher as a primary data or baseline to develop the current employee 

handbook. 

The employee personnel policy manual and employee handbook are two different 

publications 'of an organization. They have different audience, different purposes and different 

publications. Ideally, the company personnel policy manual should be drafted, published, and 

distributed before the drafting, publication and distribution of an employee handbook (London, 

1999). 

The aim of the employee personnel policy manual is to provide a systematic approach on 

how to administer personnel policies to human resources directors, industrial directors and 

supervisors. It should be designed to work as a fundamental communication tool for the 

management to understand policies and to prevent the problems before they arise. Hence, it is 

normally distributed only to the management that includes department heads and middle

management personnel. The manual includes a policy statement, purpose of the policy and 

procedures of administering the policies (Lawson, 1998). However, employee handbooks are the 

best guides of the employee and employer relationships. It is published for the employees and 

their families and is written in a positive style and format. A copy of employee handbook is 

distributed to every employee within an organization including the managers and supervisors 

(Lawson, 1998). 

To conclude, the current literature explored research on the significance of an employee 

handbook and the standard employee handbook content which have been vigorously researched in 
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the past. Moreover, the research combined these two areas of study along with shedding light on 

studies about organizational socialization and assimilation to fill in the substantial hole and 

further validate the literature. In the scope of the above discussed literature the researcher aimed 

to determine if the company is in need of having an employee handbook and identified the 

information that should be covered in the company's upcoming employee handbook. 
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Methodology 

The researcher aimed to conduct a mixed method study; which includes both quantitative 

and qualitative data collection methods. The researcher began with the qualitative approach that 

involved individual structured interviews in order to gather information about employee's 

perception towards the need of a handbook and their suggestions for the information they would 

like to see in a handbook. One to one interviews were used as it was difficult to do focus groups 

due to different working hours of newcomer employees. The data collection and analysis of the 

interviews revealed the need for a handbook. Therefore as a next step, the researcher progressed 

with a quantitative method of questionnaire to specifically address the problem and gather 

specific information about the needs of the employees and their suggestions about the content of 

the handbook. Hence, the researcher used a mixed method research study to get an in depth and 

broader understanding of the perception of an employee about the need of a handbook and its 

content. 

Par·ticipants 

The sample comprised of30 male newcomer employees whose work experience in the 

company was less than a year. They were chosen to be participants as it was convenient for the 

researcher. In addition, the new comer employees were more likely to remember and share ideas 

with the researchers as they were still new in the organization. Their mean age was M = 3 5. The 

ethnicities of the participants were mostly Arab and Asian who were Saudis, Indians, Pakistanis, 

Bangladeshis, Filipinos, Egyptians, Jordanians and Palestinians. However, the majority of the 

participants were Saudis. 

Measul"es 

I. Interview
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The research started by conducting 30 long sessions of individual structured interviews 

which included open-ended and close-ended questions. The researcher prepared a total of six 

questions. The first two questions were open-ended questions in which the researcher queried 

about what the employees would like to receive on the first day at work and the type of questions 

they have during the first three months of work. The researcher then introduced the Employee 

Kit and handbook and gave a brief description it. The next two questions were close-ended in 

' 

which the researcher enquired whether the handbook is an important communication tool and 

whether the company should provide a handbook to all the employees. Furthermore, the last two 

questions were open-ended questions in which the researcher asked the employees to suggest 

topics that they want to be included in the handbook and accessories that they would like to have 

in the employee kit. 

The researcher developed six questions for the interviews. The first open ended question for 

the interview was prepared with the aim of knowing the expectation of employees on their first 

day of work. 

The second open ended question intended to gather information about the type of questions 

employees have during their first three months of work. 

The third closed ended question aimed to explore the significance of existence of having an 

employee handbook. 

The fourth closed ended question was asked to discover the employee's need of having an 

employee handbook. 

The fifth open ended question aimed to get opinions about the type of information employees 

prefer to be included in the handbook. 

Lastly, the sixth question of the interview aimed to explore employee's need of items to be 
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included in the employee kit. 

The responses of the interview were analyzed though content analysis. It is a method used for 

summarizing any form of content by counting similar themes of the content (Stemler, 2001). A 

sample of the interview questions can be found in Appendix A, p.43. 

2. Questionnaire

A week later, the researcher met with the participants and asked them to fill up the 

questionnaire that was built upon the interview results and literature. The questionnaire was 

presented to the participants in front of the researcher in order to avoid any misinterpretation or 

doubts that they may have. The questionnaire measured the content of the employee handbook 

and the topics it should cover depending on the needs of the participants. 

The questionnaire consisted of two parts. First part was a brief description of the 

employee kit and the handbook. The second part was the employee handbook questionnaire that 

included close-ended questions covering eight different components: the introductory material of 

the handbook, employment policies and procedures, hours of work and pay, employee benefits, 

list of important telephone numbers and e-mail addresses, map of all branches, a reflection from 

different employees ( different messages from successful existing employees sharing their 

experiences of work) and summary with a closing word. A sample of the questionnaire given to 

the participants can be found in Appendix B, p.45. 
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For the second question which enquired the employee about their expectations during the 

first three months of work, the researcher found out that 70% had questions about terminologies 

used in the company, 68% had doubts about the use of e-mails and computer systems inside the 

company, 55% about career path, 47% about the company's organizational structure, 42% about 

telephone numbers and extensions and less than 50% had questions about Saudi culture, prayer 

times and fasti 'g. Figure 2 explains the expectations of employees during the first three months 

of work. 
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Figure 3 illustrates that 80% of employees agreed that employee handbook is an 

important communication tool between management and employees. 
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Figure 4 demonstrates that 70% of employees agreed that the company should provide 

them with an employee handbook. 
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Figure 5 indicates that 93% wanted history of the company, 80% require policies, 74% 

wants to know about the mission, vision and values, and 67% wants information about different 

departments in the company when enquired about the topics they want to be included in the 

booklet. 
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Figure 6 illustrates the frequency of items that the employees suggested to be included in 

the welcome kit. 96% wanted mugs and coffee cups, 82% wanted to have badges, 80% were 

interested in pens, 77% and 73% said key chains and mobile chains, 60% and 57% wanted to 

have charged SIM cards and note pads respectively, and below 50% of employees suggested 

calendars, reusable water bottle, professional diary, folder, and stationary. 
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-- ------

60°A, 57%
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The questionnaire included introductory materials, employee's policies and procedures, 

hours of work and pay, employee benefits, list of important phone numbers and e-mails, maps of 

all branches, reflections from senior employees, summary and closing word. The questionnaire 

had 8 closed-ended questions in total. These questions also included categories that were 

answ red in the form of Yes, N r May e The resp n es were then anal zed usin descriptive 

statistics. 

Introductory material for the handbook: 

Figure 7 reveals that majority (n= 90%) of the participants preferred to have company's 

organizational structure and history, 80% wanted the mission, vision, values, introduction and 

purpose of the handbook, 70% would like to include a welcome message from the CEO and 

50% suggested to include a description of the orientation program. 
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• Welcome by Chief Executive

Officer. 

Introduction and purpose of the 

handbook. 

• ALBAIK history :How did we start?

• ALBAIK Mission, Vision, Values

and goals . 

ALBAIK organizational structure . 

A brief description of the 

orientation programme. 

Figure 8 explains that 80% of the participants would like to have the company's code of conduct 

and business ethics, 75% want the working hours and smoke free work place and dress code. 
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Hours of work and pay: 

Figure 9 illustrates that 86% of the participants wanted to know how wages and salaries are 

determined according to their job classification, skills, economic conditions or progression scale. 

More than 80% of the employees wanted to know about the normal working hours and overtime 

hours, 77% wanted methods of time and payment to be included, and 76% suggested to include 

rest periods and meal periods in the handbook. 
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Employee benefits: 

Figure 9 
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• How wages and salaries are

determined ? E.g. job classification 

,skills, economic conditions or 

progression scale . 
• Recording of hours .e.g. signing by

hands or cards. 

Figure 10 demonstrates the information about employee benefits that they wish to see in 

the handbook. More than 80% of employees agreed that they would like to gain information 

about paid holidays, paid sick leave, and paid vacations. More than 70% said that they need 

information on bonus, leaves of absence, parental leave, funeral leave, and health insurance. 
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Figure 10 
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Lastly, Figure 11 illustrates that more than 80% of the employees wanted to include maps 

of all branches and important telephone numbers and e-mail addresses. 55% wanted to have 

reflections from the senior employees. 
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Results 

Research questions were aimed to seek information about the need of a newcomer 

employee handbook as well as the suggested content to be included in the handbook. Hence, the 

data analysis of the interviews indicated that the newcomer employees at the company perceived 

the need of having an employee handbook. To effectively generate greater understanding of the 

content of the handbook, the results of the questionnaire enabled the researcher to create the 

content ofthelhandbook that was suggested by the newcomer employees. 

The results of the study were compiled to create content for the employees and was 

divided into the following twelve sections. 

Section 1- Introduction 

Section 2- Saudi Arabia 

Section 3- History 

Section 4- Company's Vision, Vision And Values 

Section 5-Company's Policies 

Section 6- Company's Work Environment 

Section 7- List oflmportant E-mails Department 

Section 8- Employee Benefits 

Section 9- Company's Programs 

Section 10- Reflections 

Section 11- Company's Organizational Structure 

Section 12- Maps Includes All Branches 

And within each of these sections of the handbook, the following topics were covered. 



Section 1- Introduction 

Letter from the CEO 
Table of Contents 
Brief Introduction 

Section 2- Saudi Arabia 

General Information about Saudi Arabia 
Saudi Culture 

Visa Information 
Jeddah City 
Climate 

Post 
Banking and Financial System 
The Call to Prayer 
Insurance 
What to wear? 
A Few Tips on Good Manners 
Things to Consider 
Ramadan 
Raj and Umrah 

Section 3- History and organization 

Company History 
Aquat : Supplier 
EFC: Express Food Company 
BFS: Baik Food System 

Section 4- Company's vision, mission and values 

The future of the company 
Vision 
Mission 
Values 
Core values 

Section 5-Company's policies 

Code of conduct 
General Conduct 

Other conducts 

Section 6- Company's work environment 
Work Timings 
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Section 1- Introduction

Letter from the CEO 
Table of Contents 
Brief Introduction 

Section 2- Saudi Arabia 

General Information about Saudi Arabia 
Saudi Culture 
Visa Information 
Jeddah City 
Climate 
Post 
Banking and Financial System 
The Call to Prayer 
Insurance 
What to wear? 
A Few Tips on Good Manners 
Things to Consider 
Ramadan 
Haj and Umrah 

Section 3- History and 01·ganization 

Company History 
Aquat : Supplier 
EFC: Express Food Company 
BFS: Baik Food System 

Section 4- Company's vision, mission and values 

The future of the company 
Vision 
Mission 
Values 
Core values 

Section 5-Company's policies 
Code of conduct 
General Conduct 
Other conducts 

Section 6- Company's work environment 
Work Timings 
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Day Off 
Lunch Hour 
Over Time 
Smoking 
Dress Code 

Section 7- List of important e-mails Department 

Management Department 
Quality Assurance Department 
General INFO Department 
IT Department 
SQA Department 
HR Department 
PR Department 

Section 8- Employee Benefits 

Medical Insurance 
Family Medical Insurance 
Vacation 
Public Holidays 
Sick Leave 

Marriage Leave 
Funeral Leave 
Paternity Leave father 

Maternity Leave for Mather 
Hajj Leave 
Educational Leave 

Mode of Payment 

Section 9- Company's Programs 

New Employee Orientation Programs 
Extra-Curricular Activates 

Section 10- Reflections 
Muhammad Hanifa 
Yousef Ban jar 
ArafatM. N. 
Rami Salameh 

Mahdi Salih Atang 
Nour Fityani 
Faisal Foud Al-Faouri 

Section 11- Company's Organizational Structure 
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Terminology Table 
ORG.1 ALBAIK Organizational structure 
ORG.2 EFC Organizational Structure 
ORG.3 BFC Organizational Structure 
ORG.4 Restaurant Structure 

Section 12- Maps Includes All Branches 
Jeddah' Map 
MakkahMap 
Madina Map 
YanbuMap 
Taif1,,fap 
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Once the content was determined by the researcher, the actual work of writing the handbook 

began. Over a course of two months, the material was drafted and revised twice in order to 

present the policies and other information in the most appropriate way for employee's use and 

understanding. When the draft reached this level, it was given to the marketing department and 

which required the CEO's approval to start designing and printing. 

For a detailed description of the content covered within each section of the handbook, 

refer to Appendix D, p. 51. 
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Discussion 

The current study aimed to accomplish two goals: (a) assess the new employee's 

perceptions about the need and significance of an employee handbook, and (b) create content and 

design an employee handbook tailored to their needs. The sample comprised of 30 employees of 

various nationalities, who were working with the company for less than a year. The researcher 

chose interviews followed by questionnaires as data collection techniques. First part of data 

collection was an interview with the newcomer employees which comprised of six open and 

closed ended questions asking employees about their need, perception and significance of an 

employee handbook. Followed by the interviews was a questionnaire developed by the 

researcher, which aimed to explore the type of information emphasized by employees to be 

included in the employee handbook. Together the interviews and questionnaires helped the 

researcher collect data in order to develop an effective employee handbook for the company. 

The results of the interview reveal the majority of employees agreed that an employee 

handbook is an important communication tool. These findings confirm the assumption of 

Lawson (1998) and Rice (2006) which states than an employee handbook is a primary 

communication tool for employees and management that aims to establish an ideal working 

environment. 

The findings of the questionnaire signify that the majority of employees expect to be 

informed about their job description, employee benefits, vacations, and working hours which 

verifies the findings ofHelfich (1983), and Lawson (1998), which emphasizes on employees 

need to be informed about these areas through the use of an employee handbook. 

The results of the study indicate that newcomer employees at the company were in need 

ofan employee handbook which could allow them to know every detail of their organization and 
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their role as an employee at the organization, Hence, an employee handbook will assist the 

employees in following the employment laws and regulations along with keeping the employees 

aware and informed of all the possible details of their employment. In addition, the newcomers 

face many challenges in adapting to a new organization, therefore developing an employee 

handbook could contribute to their better functioning within the organization. 

By adopting the many suggestions mentioned in the above literature and the findings of 

the study, the 'researcher was able to develop a clear, consistent and up to date employee 

handbook proposal for the company. 

Although this research was cautiously planned, the researcher is aware of its limitations 

and weaknesses. Firstly, the researcher only chose the newcomer employees, whose work 

experience in the company was less than one year for conducting the interviews and 

administering questionnaires. Therefore the sample size of the study was small. 

Time constraint was another factor because along with carrying out the research process, 

the researcher also had to finalize the content and design of the handbook within this short period 

of time. 

Most of the organizations do not to share their employee handbook as they prefer it to be 

confidential. Hence, it was difficult to obtain information from other food chains in Saudi Arabia 

due to which the researcher could not have a clear understanding of the structure and design of 

an employee handbook. 

Additional drawback of this study is that the company is around 38 years old with around 

2000 employees; however, it did not have any previous employee handbook for the researcher to 

get an idea to build upon. 
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Conclusion 

This study was exploratory in nature and for future research; the researcher recommends 

to include employees from all different levels as larger sample for data collection that will 

further validate the research findings. 

For further research, the researcher recommends to develop a softcopy version of the 

employee handbook that can be installed on the desktop of the new employee's PC and also a 

software application which they can access on their laptops, mobile phones, I readers, e-books, I-

pads etc. Moreover, when the proposal of the project is designed and distributed, a follow up 

study should be conducted in which questionnaires may be created to ascertain the employee's 

feedback about the kit and the handbook. A reflection questionnaire was also developed by the 

researcher in order to collect recommendation and feedback from the employees post distribution 

of the handbook. A sample ofreflection questionnaire can be found in Appendix C, p.48. 

To conclude, an employee handbook is an essential tool of an organization as it could 

enable an employee to work according to the expectations of the organization leading towards its 

success and integrity. 
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Appendix A 

Interview with newcomer employees 

Question I: What would you like to receive from the company on your first day at work? 

Question 2: During your first 3 months at work, what kind of questions you had? 

A brief descri�tion of the new employee kit and the handbook is illustrated here, and then 

I 

the plan of the HR department about this project is described as well to them : 

This is the Employee Kit and Handbook Questionnaire. An employee kit is a survival bag 

containing an employee handbook and some accessories given to the new employees on their 

first day of work in the company. An employee handbook is a book given to employees by an 

employer. It is a procedural manual which is handed out to people when they commence 

employment with a new company. The company employee handbook is one of the most 

important communication tools between the company and its employees. Usually, the employee 

handbook contains information about company policies and procedures. Therefore, ALBAIK 

believes that providing a kit that includes some ALBAIK branded accessories and an Employee 

handbook which is an important communication tool needs to be developed for all the employees 

and especially the new comers. 

Question 3: Do you believe the employee handbook is an important communication tool 

for you? 

Yes No Maybe 

Question 4: Do you believe ALBAIK should provide all employees with an employee 

handbook? 

Yes No Maybe 
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Appendix B 

Employee Handbook Questionnaire 

Part 1: A brief description of the new employee kit and the handbook is illustrated 

This is the Employee Kit And Handbook Questionnaire. An employee kit is a survival 

bag contains ap employee handbook and some accessories given to the new employees on their 

first day of work in the company. An employee handbook is a book given to employees by an 

employer. It is a procedural manual which is handed out to people when they commence 

employment with a new company. The company employee handbook is one of the most 

important communication tools between the company and its employees. Usually, the employee 

handbook contains information about company policies and procedures. 

Part 2: Employee Handbook Questionnaire: 

Topic for Consideration Include in Handbook Comments 

Yes No Maybe 

1- Introductory Material For Employee Handbook

Welcome by Chief Executive 

Officer 

Introduction and purpose of the 

handbook 

start? 

ALBAIK history: How did we 

. • . ., , '. . . ,�t· ,>o·-. 
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ALBAIK mission , vision , values 

and goals 

ALBAIK organizational structure 

A brief discretion of the 

orientation programme 

2-Employment Policies And Procedures

ALBAIK code of conduct and 

business ethics 

Work Environment : working 

hours -smoke free workplace - work 

dress code 

3- Hours of Work And Pay

Normal working hours (starting & 

ending time ) 

Over time hours of work 

How wages and salaries Are 

Determined? ex. Job classification ,skills, 

economic conditions or progression scale 

Recording of hours e.g. signing 

by hands or cards. 

Rest periods and meal periods 

Method and time of payment 
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4- Employee Benefits

Paid Vacations 

Paid holidays 

Paid sick leave 

Leaves of absence 

Funeral leave 

Health insurance 

Bonuses 

Housing 

5- List of Important Telephone

Numbers And E-mail Addresses 

6- Map Includes AJI Brunches

7- Reflections: from the senior

employees (Messages from successful 

ALBAIK team members sharing their 

work experiences at ALBAIK. At least 4 

from different : ages ,nationalities 

,departments and years spent at 

ALBAIK) 

8- Summary and Closing word



Creation of an employee handbook 48 

Appendix C 

Reflection Questionnaire 

Share Your ALBAIK Work Experience With Us! 

There's always something memorable about your work experience ...... Tell us about your 
work experience, and share your experiences with other freshmen team worke1·s. It might 
aid them in getting ideas on what to do themselves. The information given will be 
documented for the development of the new ALBAIK employed booklet. 

Share your job stories and tell us: 

Your Name: ------------------------------------------------------------

Your Nationality: ------------------------------------------------------

Job Level: ----------------------------------------------------------------

Department: ------------------------------------------------------------

When did you join ALBAIK? I Years spent at ALBAIK: -----------------------------

1- What do you like about ALBAIK ?--------------------------------------------------------------------

2- What do you not like about ALBAIK?---------------------------------------------------------------

3- What are the things you wish to change in ALBAIK? ---------------------------------------------
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4- What are your long range career goals?--------------------------------------------------------------

5- Give an example of a successful project you were part of. What was your role? Why was
the project sµccessful? --------------------------------------------------------------------------------------

6- A particular worthwhile experience : -----------------------------------------------------------------

The lessons I learnt from this experience : -------------------------------------------------------------

7- What it is like working in ALBAIK? ------------------------------------------------------------------

8- Your tips for the new ALBAIK team members : ---------------------------------------------------
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*Kindly, send us a clear portrait picture of you to this E-mail address:
Rana.azzeem@gmail.com (your picture will be displayed inside the booklet) 

Thank you © 
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AppendixD 

Detailed description of the ALBAIK new Employee Handbook 

Section 1- Introduction: 

The handbook opens with a very warm brief welcome message from ALBAIK CEO'S 

Eng.Rami Abu Ghzalah. This is followed by the table of contents covering the 12 sections and 

their page numbers. This section ends up with a very brief introduction about work rules, benefit 
I 

plans, privileges and responsibilities. 

Section 2- Saudi Arabia: 

This section presents a very good overview of Saudi Arabia and the Islamic culture. It 

also includes the information about visa and its validity, extended stay, Hajj stay, Umrah visa, 

Visit visa etc. It mentions the importance oflqama or residence permit. Moreover, the section 

has an introduction of Jeddah city. It discusses the climate, post services, banking, prayers, 

insurance, dress code, the time period of Ramadan, Umrah and Hajj. 

Section 3- History and organization: 

This section includes the history of ALBAIK and introduces the founder and CEO of 

ALBAIK Mr. Shakour Abu Ghzaleh. ALBAIK was founded in 1974 as the "Broast restaurant" 

and transformed to ALBAIK in 1986. It also includes the number of ALBAIK branches across 

KSA. Next, the section includes the 3 different ALBAIK companies. 

Section 4- Company's vision, mission and value: 

This section includes ALBAIK's vision, mission and values which include commitment 

to quality, consistency, value and profitability, commitment to Franchisees, mutual respect & 

reward and morality. 

The core values of ALBAIK are honesty & integrity, encourage customer participation, 
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Section 9- Company's Programs: 

This section briefly describes different programs which ALBAIK offers for its employees 

such as the new employee orientation programs and the extracurricular activities programs. 

Section 10- Reflections: 

This section includes a reflection questionnaire that aimed to explore the experiences of 

the former employees at ALBAIK working in different departments and the advice that they 

would like to give to the newcomer employees. The seven reflection questionnaires from the 

employees who shared their experiences beginning with general questions such as nationality, 

job level, department, likes and dislikes about ALBAJK, long range career goals, worthwhile 

experiences, lessons learnt and mainly tips for ALBAIK newcomer employees. Hence, the 

newcomers will get encouraged after joining ALBAIK and learn from their senior's experiences 

on becoming a successful employee. The employees are: Muhammad Hanifa, Yousef Ban jar, 

Arafat M. N., Rami Salameh, Mahdi Salih Atang, Nour Fityani and Faisal Foud Al-Faouri. A 

sample of reflection questionnaire can be found in Appendix C, p. 48. 

Section 11-Company's Organizational Structure: 

It includes ALBAIK's organizational structure which has a terminology table in the 

beginning. The table mentions the terminologies for example, EFC (Express Food Company), 

BFS (ALBAIK Food Systems), GM (General Manager), QA (Quality Assurance), SQA, FQA 

etc. 

The structure is in the form of charts that illustrate the levels within the organization. Ex: 

The top level is the GM and then comes the Assistant GM Operations, Assistant GM Admin, 

Assistant GM Engineering, Assistant GM QA and Regional Support Manager. All this is further 

divided into Operations, HRD and so on. 
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There is another chart that includes the Board of Directors like the CEO, Office Manager, 

Internal Auditor, Executive Secretary etc. Below CEO come Director Finance, Director HRD, 

and Director Performance Management etc. 

The next chart is the restaurant structure which has ROC, OPC and RHC. Below these 

come RC, RAC and QCC. RC is further divided into PAC and SAC. 

Section 12- Maps Includes All Branches: 

This section is the last one and it has Maps for all ALBAIK branches in Saudi Arabia. 

These include Jeddah, Makkah, Madinah, Yanbu, and Taif. 
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