
Spring Cleaning!   
It’s Time to Review & Update Your Employment Handbook 

 
 As an HR professional, I’m sure you’ve heard this before:  review and revise 
employment handbooks annually.  Do you actually do this?  Maybe, maybe not.   Since it is 
spring, which often results in “spring cleaning,” now may be the perfect time to dust off the 
employment handbook and give it a good read.  This article will review some new “hot 
topics” you may want to consider adding, revising, or keeping in your company’s 
employment handbook. 
 

I. Social Media and Data Privacy 
 

People have a lot of devices nowadays which means your employees are very 
connected to the world.  Sure, technology is really amazing and helpful but it is also a major 
distraction and risk for employers.  Another issue is that a person’s “personal” often bleeds 
into a person’s “professional.”  Employment handbooks must address technology.  
Specifically, handbooks should state that employees have zero right of privacy while 
accessing social media, email, websites, etc while using a company-owned device or while 
using an employee-owned device while at work.   Such a policy should adequately address 
cyber security and set parameters for downloading applications and media on company-
owed devices and prohibit sharing files from a personally-owned device without 
permission.  Another good component to add to this policy would be a statement that 
proprietary information should never be shared online, with the exception of protected 
concerted communications as defined in the National Labor Relations Act (“NLRA”).   
 

II. Overtime  
 

2016 is going to be infamous for two things:  (1) it’s the year of a one of the craziest 
presidential elections of all time and (2) it’s the year of overtime reform.   Politics aside, if 
your company does not address overtime in its handbook, it needs to do so now.  For 
example, a policy prohibiting unauthorized overtime is always recommended as well as a 
policy that describes, in detail, the process for requesting, submitting, and approving 
overtime.  Once the final rules regarding overtime are instituted, companies should also 
update overtime policies to reflect any new thresholds and exemption categories, as well as 
update which positions are non-exempt.  
 

III. LGBT Rights 
 

The EEOC has released a lot of interesting information regarding LGBT protections 
in the workplace, particularly for transgender employees.  LGBT employees may not be 
directly protected under federal laws like Title VII, but more and more federal courts are 
allowing LGBT employees to bring discrimination claims under Title VII through a gender 
discrimination theory.   This means now may be a good time to revise your company’s EEO 
policy to include LGBT employees.  Furthermore, if you offer group benefits to married 
employees, you should revise any language that would exclude same-sex marriages since 
same-sex marriages are now recognized at the federal level and in all 50 states.    



 
IV. Smoking 

 
Many companies have an anti-smoking policy but few address the use of e-cigarettes 

(“e-cigs”).  Banning e-cigs is more of a human resource/employee relation issue but if it is 
becoming a problem or issue, addressing the use of e-cigs in an employment handbook will 
be beneficial to the company.   

 
Another side of the “smoking” policy: legal marijuana use.  Marijuana is still an 

illegal substance in North Carolina (and at the Federal level).  As such, testing positive for 
marijuana is still a violation of illegal drug policies even if the drug was consumed legally 
(think: in Washington, Colorado, or Oregon).   In other words, a failed drug test is still a 
failed drug test and you may want to make that clear in your handbook.   
 

V. Retaliation 
 

Based on recent EEOC articles from the last year, retaliation cases are on the rise.  If 
you do not have an anti-retaliation policy, now is the time to get one.   Companies should 
also train supervisors and managers on the anti-retaliation policy, as well as how to 
appropriately deal with complaints in the workplace.  Another policy that may be helpful 
for this is one describing the procedure for making a complaint and the process of 
investigating workplace complaints.   
 

VI. Reasonable Accommodation 
 

Reasonable accommodation is also another “hot topic” with the EEOC.  Employers 
covered under the Americans with Disabilities Act (ADA) should have a policy addressing 
reasonable accommodations and the process for requesting one.  If your company does not 
have a process in place, I recommend you develop a process and finalize it in the 
employment handbook.  Companies should also consider training supervisors and hiring 
managers on how to identify possible reasonable accommodation issues.   
 
 

Ashley L. Felton is a managing partner at Felton Banks, PLLC and author of the blog 
HR Department, Party of One.  If you have any questions about this article, please feel free to 
call or email Ashley at (919) 694.0001 or ashley@feltonbanks.com.  
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