The following notes concern the editing of your employee policy handbook.  Remember to make a copy of these files before you begin editing.  Print a copy of the handbook and make notes on it before editing.








To insert your restaurant’s name in the header bars at the top of all pages: pull down the “View” menu and click on “Header and Footer.”  The cursor will be blinking to the left of the “Y” in “Your,” move it to the right so you can erase (by back-spacing) “Your Restaurant’s Name.”  Then type in your restaurant’s name.  Click on the “Close” button when you are finished.  You only need to change the heading on one page and all other pages will follow.





If you have experience working with “Microsoft Word,” scan or import your logo to the title page of the handbook and decrease the font size of the current title.





When you see brackets <  >, fill in the information they are asking for: the restaurant’s name, day of the week, a location, a number or AM/PM.  By entering some of this information, you will be deciding policy.  Don’t forget to erase the brackets when you have finished.





When you see italicized print you are being asked to fill in information, to decide or fill-in a policy. Because most policies in this handbook are standardized there are not many of these types of  policies to deal with. Remember to erase all the italicized print before you write in your policies.





Items in parentheses are optional.  They may or may not apply to your restaurant, use them at your discretion.  Remember to erase the parentheses after you have finished.





Remember if you don’t like a policy you can change it or delete it!!





There are extra lines throughout each section for additional policies, but if you need lots of extra lines you will need to decrease the margins or add extra pages. 





Remember to change the table of contents if you add or delete policies and/or pages.





When you are adding lines to a page you’ll sometimes push the page number onto the top of the next page.  You’ll need to back-space and delete some extra lines to get it back on the proper page.  After editing double check all your page numbers and tops of pages.














