
Employee Handbook Acknowledgement – 2025 

ACKNOWLEDGMENT OF RECEIPT OF HANDBOOK 

If I am a non-exempt employee, I understand that I will be authorized and permitted to take an unpaid, duty-free meal period of 
no less than 30 minutes whenever I exceed five hours in a work day.  The meal period must begin prior to completing my fifth 
hour of work unless I am scheduled to work six (6) hours or less, and we agree in writing that the meal period may be waived.  I 
understand I am authorized and permitted a second unpaid, duty-free meal period of thirty minutes whenever I work for a period 
of more than 10 hours in any workday. 

If I am a nonexempt employee, I also understand that I am authorized and permitted to take one, ten-minute paid rest break for 
every four hours worked or major fraction thereof.  I further understand that the rest period should be taken as close to the 
middle of each work period as possible. 

I understand that I can report any workplace concerns, problems, and suggestions with my immediate Supervisor, Human 
Resource representative or management. If the nature of the matter is such that I would prefer not to discuss it with a particular 
person, I may discuss it with any level of management without fear of reprisal.  

I also acknowledge that this Employee Handbook supersedes and replaces any other employee handbook or similar document 
that may have been previously distributed.  I further acknowledge that my employment is at-will and is not for a specified period 
of time and can be terminated at any time for any or no reason, with or without cause or notice. 

By my signature below, I acknowledge that I have received a copy of this Employee Handbook.  I also acknowledge that I have 
read and understand the contents of the Employee Handbook, and I (check one) do ____ do not ____ want to discuss the 
handbook or any particular policies, benefits or procedures described in it with my Supervisor or another Company official. 

Print Name 

Employee’s Signature Date 

Distribution: Original to Employee Personnel File, Copy to Employee, Copy to Payroll 
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