[bookmark: _aft0vtuz4npe]Your Haunt Employee Handbook Grimoire
Welcome to your customizable employee handbook template! This document is designed to give haunted attraction organizers a solid foundation for creating a comprehensive and legally sound "grim grimoire" for their crew. Remember, this is a template and must be customized with your specific haunt's policies, procedures, and relevant local, state, and federal laws.
IMPORTANT DISCLAIMER: A Word from Beyond the Grave 
This template provides general guidance and common policy areas. It is not a substitute for legal advice. You must consult with an attorney specializing in employment law to review and finalize your employee handbook before distributing it to your team. Laws vary by jurisdiction and can change frequently.
How to Use This Template: Conjuring the Handbook
· Replace all bracketed [ ] information with your haunt's specific details.
· Review each section carefully. Some sections may not apply to your haunt, or you may need to add additional policies.
· Consult legal counsel. This is the most critical step to ensure compliance and protection for your business.
· Keep it updated. Your handbook is a living document. Review and update it annually or as laws and your haunt's operations change.
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[bookmark: _uwylenyw6ue2]1. Welcome to the Screaming Team!
Welcome to the [Your Haunt/Business Name] crew! We are thrilled to have you join our legion of the damned. At[Your Haunt/Business Name], we believe our scare actors and crew are our greatest asset, and your dedication is crucial to creating unforgettable, bone-chilling experiences for our victims.
This handbook is designed to serve as a valuable resource throughout your employment. It outlines our policies, procedures, and expectations, as well as the benefits and opportunities available to you. By understanding and adhering to the guidelines within this handbook, you contribute to a positive, productive, and safe work environment for everyone.
We encourage you to read this handbook carefully, ask questions if anything is unclear, and keep it as a reference. We are committed to your success and look forward to achieving great things together—mostly, making people scream!
Sincerely, The Leadership Team at [Your Haunt/Business Name]

[bookmark: _wei7ltlgmi3x]2. About [Your Haunt/Business Name]
Our Mission, Vision, & Values
· Our Mission: [Clearly state your haunt's core purpose. Example: "To create the most terrifying and immersive haunted experience in the region, leaving guests breathless and screaming for more."]
· Our Vision: [Describe your long-term aspirations. Example: "To be recognized as a premier destination for unique and memorable Halloween entertainment."]
· Our Values: [List the core principles that guide your actions and decisions. Examples:]
· Excellence: Striving for the highest quality in every scare and scene.
· Safety: Prioritizing the well-being of our guests and our monster crew.
· Teamwork: Collaborating effectively to achieve shared goals (and shared screams).
· Creativity: Embracing innovation and unique ideas for new horrors.
· Victim Focus: Delivering exceptional (and terrifying) experiences to every guest.
· Integrity: Acting with honesty and transparency (unless it's part of your character).
Organizational Structure & Key Contacts
[Briefly describe your haunt's organizational structure. You might include a simple diagram or list key roles and who reports to whom. Provide contact information for key departments or individuals.]
· Haunt Master/General Manager: [Name/Role], [Email], [Phone]
· Haunt Operations Manager: [Name/Role], [Email], [Phone]
· HR/Employee Relations (The Graveyard Keeper):  [Name/Role], [Email], [Phone]
· Safety Coordinator (The Warden): [Name/Role], [Email], [Phone]
· Your Direct Supervisor (Your Ghoul-Leader): [Name/Role], [Email], [Phone]

[bookmark: _owz10fgoszx4]3. Employment Essentials for the Undead
At-Will Employment
Employment with [Your Haunt/Business Name] is "at-will." This means that either you or [Your Haunt/Business Name] may terminate the employment relationship at any time, for any reason, with or without cause or notice, subject to applicable federal, state, and local laws. This handbook is not an employment contract, and nothing in it should be construed as creating a contract of employment.
Equal Employment Opportunity (EEO) & Anti-Discrimination Policy
[Your Haunt/Business Name] is an Equal Opportunity Employer and is committed to providing a workplace free from discrimination and harassment. We do not discriminate on the basis of race, color, religion, sex (including pregnancy, gender identity, and sexual orientation), national origin, age, disability, genetic information, veteran status, or any other characteristic protected by law. This policy applies to all terms and conditions of employment, including recruitment, hiring, placement, promotion, termination, layoff, recall, transfer, leaves of absence, compensation, and training.
Americans with Disabilities Act (ADA) & Reasonable Accommodation
[Your Haunt/Business Name] complies with the Americans with Disabilities Act (ADA) and similar state laws. We are committed to providing reasonable accommodations to qualified individuals with disabilities who are employees or applicants, unless doing so would cause an undue hardship. If you require a reasonable accommodation to perform the essential functions of your job, please contact [HR/Your Supervisor] to discuss your needs.
Monster Classifications
To ensure clarity regarding your employment status, [Your Haunt/Business Name] classifies our monsters as follows:
· Full-Time: Employees regularly scheduled to work [e.g., 40] hours per week.
· Part-Time: Employees regularly scheduled to work less than [e.g., 40] hours per week.
· Seasonal/Temporary: Employees hired for a specific period or project, typically for the duration of the event season (our sacred October).
· Exempt: Employees whose positions meet specific legal criteria for exemption from overtime pay requirements.
· Non-Exempt: Employees who are eligible for overtime pay under federal and state wage and hour laws.
Your specific classification will be communicated to you upon hire.
Onboarding & Orientation
New employees will participate in an onboarding and orientation process designed to introduce you to our haunt, policies, procedures, and fellow monsters. This process will include [e.g., review of this handbook, safety training, job-specific training for your scare zone, a tour of the haunt's forbidden grounds].
Background Checks & Drug Testing (if applicable)
[Your Haunt/Business Name] may conduct background checks and/or drug tests as a condition of employment or during employment, in accordance with applicable laws. [Provide details on when and how these checks are conducted.]

[bookmark: _h7ztz5ahkjm2]4. Haunt Conduct & Expectations
Code of Conduct
All monsters and crew are expected to uphold a high standard of professional conduct. This includes:
· Treating all colleagues, guests, vendors, and partners with respect, courtesy, and dignity (even when in character).
· Maintaining a positive and cooperative attitude (except when directed to be a terrifying beast).
· Adhering to all company policies and procedures.
· Performing duties with honesty and integrity.
· Following all safety guidelines.
· Avoiding any behavior that could be perceived as harassing, discriminatory, or disruptive.
Anti-Harassment Policy
[Your Haunt/Business Name] is committed to providing a work environment free of harassment. Harassment includes any unwelcome conduct, whether verbal, physical, or visual, that is based on an individual's protected characteristic and creates an intimidating, hostile, or offensive work environment. This includes, but is not limited to, sexual harassment.
Reporting Procedure: If you experience or witness any form of harassment, you are strongly encouraged to report it immediately to [Your Supervisor, HR, or other designated contact]. All reports will be investigated promptly and confidentially to the extent possible, and appropriate corrective action will be taken. Retaliation against anyone reporting harassment in good faith is strictly prohibited.
Workplace Violence Prevention
[Your Haunt/Business Name] has zero tolerance for workplace violence. Any acts or threats of violence, including intimidation, bullying, or aggressive behavior, will not be tolerated.
Reporting Procedure: Immediately report any threats, acts of violence, or suspicious behavior to [Your Supervisor, Security, or HR]. In an emergency, contact 911.
Dress Code & Appearance (Creepy Costumes & Makeup)
To maintain a terrifying and professional image and ensure safety, employees are expected to adhere to the following dress code:
[Describe your specific dress code. Examples:]
· Costumes/Uniforms: All scare actors and staff will be provided with costumes or uniforms that are required to be worn during shifts.
· General Appearance: Your attire and makeup should be clean, neat, and appropriate for your role.
· Safety: Footwear must be closed-toe and comfortable for standing/walking. Hair should be tied back if working around machinery or fire.
Conflict of Interest
Employees must avoid situations where their personal interests conflict with the interests of [Your Haunt/Business Name]. This includes, but is not limited to, engaging in outside employment or activities that compete with our haunt, or using company resources for personal gain. If you believe a potential conflict of interest exists, please discuss it with [Your Supervisor or HR].
Confidentiality & Non-Disclosure
During your employment, you may have access to confidential and proprietary information belonging to [Your Haunt/Business Name], including but not limited to guest data, financial information, marketing strategies, operational procedures, and vendor contracts. You are required to maintain the strict confidentiality of all such information both during and after your employment. Unauthorized disclosure of confidential information may result in disciplinary action, up to and including termination, and legal action.
Social Media Policy
While we respect your right to personal expression, your online activities can reflect on [Your Haunt/Business Name]. When using social media, please:
· Be respectful and professional.
· Do not disclose confidential information.
· Do not post anything that could be considered harassing, discriminatory, or defamatory.
· Clearly state that your opinions are your own and do not represent [Your Haunt/Business Name] if discussing work-related topics.
Drug-Free Workplace Policy
[Your Haunt/Business Name] is committed to maintaining a safe, healthy, and productive work environment free from the influence of illegal drugs and alcohol. The unlawful manufacture, distribution, dispensation, possession, or use of controlled substances or alcohol in the workplace or while on company business is strictly prohibited. Violation of this policy will result in disciplinary action, up to and including termination.

[bookmark: _5c56b3ax0r7b]5. Compensation & Benefits (or Lack Thereof, for Zombies)
Pay Periods & Methods
Employees are paid [e.g., bi-weekly, weekly] on [Day of Week]. Pay will be distributed via [e.g., direct deposit, pay card]. You can access your pay stubs through [e.g., online portal, HR system].
Wage Deductions
[Your Haunt/Business Name] will make all legally required deductions from your paycheck, such as federal, state, and local taxes, and Social Security. Other deductions, such as for benefits or garnishments, will only be made with your written authorization or as required by law.
Overtime Policy
Non-exempt employees are eligible for overtime pay at a rate of one and one-half times their regular rate of pay for all hours worked over [e.g., 40] in a workweek, in accordance with applicable laws. All overtime work must be pre-approved by [Your Supervisor]. Unauthorized overtime may result in disciplinary action.
Timekeeping Procedures
Accurate timekeeping is essential. All employees are required to [e.g., clock in and out using our timekeeping system, record hours on a timesheet] at the beginning and end of each shift, and for all meal breaks. Falsifying time records is a serious offense and will result in disciplinary action, up to and including termination.
Benefits Overview (if applicable)
[List any benefits offered to employees. Examples:]
· Health Insurance (for full-time employees)
· Dental/Vision Insurance
· Retirement Plan (e.g., 401k)
· Employee Discounts on [Event Tickets, Merchandise, etc.]
· [Other perks like free parking, meals during shifts, etc.]
More detailed information on eligibility and enrollment for benefits can be obtained from [HR/Benefits Administrator/Supervisor].
Paid Time Off (PTO)
[Outline your PTO policy. Examples:]
· Accrual: How PTO is earned (e.g., X hours per pay period).
· Usage: How to request PTO, approval process, notice requirements.
· Carryover: If unused PTO can be carried over to the next year.
· Payout: If unused PTO is paid out upon termination.
Holidays (if applicable)
[Your Haunt/Business Name] observes the following paid holidays: [List specific holidays, e.g., New Year's Day, Memorial Day, Independence Day, Labor Day, Thanksgiving Day, Christmas Day]
[State policy for working on holidays, e.g., holiday pay rate.]
Leaves of Absence
[Outline policies for various types of leaves. Refer to federal and state laws like FMLA if applicable to your business size.]
· Family and Medical Leave Act (FMLA): (If applicable) Provides eligible employees with up to 12 weeks of unpaid, job-protected leave for specific family and medical reasons.
· Jury Duty Leave: Policy for employees summoned for jury duty.
· Bereavement Leave: Policy for time off due to the death of a family member.
· Military Leave: Policy for employees serving in the military.
· Other Leaves: [e.g., Personal Leave, Voting Leave, etc.]
Please contact [HR/Supervisor] for detailed information and to request a leave of absence.

[bookmark: _2acu4klxm5j0]6. Work Schedules & Attendance (No Ghosting Allowed)
Hours of Operation & Work Schedules
[Your Haunt/Business Name] operates [e.g., seasonally, year-round]. Your specific work schedule will be provided by your supervisor. Due to the nature of events, schedules may vary and require flexibility, including evenings, weekends, and our sacred Halloween.
Attendance & Punctuality
Reliable attendance and punctuality are critical to the success of our haunt. Employees are expected to:
· Arrive on time and be ready to begin work (in full costume and makeup) at the start of their scheduled shift.
· Notify their supervisor as soon as possible if they will be late or absent, following the call-in procedure below.
Call-in Procedure: If you are unable to report to work, you must notify [Your Supervisor/Designated Contact] by [Time] on [Day] at [Phone Number/Email]. Failure to follow this procedure may result in disciplinary action.
Unexcused absences or excessive tardiness may lead to disciplinary action, up to and including termination.
Breaks & Meal Periods
[Outline your break policy in accordance with state and federal laws.]
· Meal Periods: Employees working shifts of [e.g., 5 hours or more] are provided an unpaid meal period of at least [e.g., 30 minutes].
· Rest Breaks: Employees working shifts of [e.g., 4 hours or more] are provided paid rest breaks of [e.g., 10-15 minutes].
Breaks should be taken at times designated by your supervisor and should not interrupt the flow of terror.
Remote Work/Flexible Schedules (if applicable)
[If you offer any remote work or flexible scheduling, outline the policy, eligibility, and approval process here.]

[bookmark: _mc8vsgkg3ep2]7. Safety & Security (for Your Souls and Guests)
Workplace Safety Rules
Your safety and the safety of our guests are paramount. All employees are required to:
· Follow all safety rules and procedures.
· Wear required Personal Protective Equipment (PPE) [e.g., safety vests, gloves, ear protection].
· Report any unsafe conditions, hazards, or equipment malfunctions immediately to [Your Supervisor or Safety Coordinator].
· Participate in all mandatory safety training.
· Do not operate any equipment you are not trained or authorized to use.
Emergency Procedures
Familiarize yourself with emergency procedures for [Your Haunt/Business Name]. In case of an emergency (fire, medical emergency, severe weather, active threat, etc.):
· Evacuation: Follow evacuation routes and designated assembly points.
· Medical Emergency: Contact [Designated First Aid/Medical Team] or call 911 immediately.
· Reporting: Report all emergencies and incidents to [Your Supervisor or Security].
Detailed emergency plans are posted in [Location/Available Electronically].
Accident Reporting
All work-related injuries, illnesses, or near-miss incidents, no matter how minor, must be reported immediately to [Your Supervisor or Safety Coordinator]. An accident report form must be completed as soon as possible.
Data Security & Privacy
Protecting sensitive data is everyone's responsibility. Employees must:
· Protect all personal information of guests, employees, and vendors.
· Follow secure password practices.
· Do not share login credentials.
· Report any suspected data breaches or security incidents immediately to [IT/Designated Contact].

[bookmark: _uc23e35pnfsz]8. Use of Company Curses & Property
Company Equipment
Company-owned equipment (e.g., radios, props, tools, vehicles, computers, mobile devices) is provided for business use only. Employees are responsible for the proper care, maintenance, and security of all assigned equipment. Report any damage, loss, or malfunction immediately to [Your Supervisor]. All company property must be returned upon termination of employment.
Communication Systems
Company communication systems, including email, internet, and telephones, are provided primarily for business use. Incidental and reasonable personal use is permitted, provided it does not interfere with work duties, violate company policy, or involve illegal or inappropriate content. Employees should have no expectation of privacy when using company communication systems.
Vehicle Use (if applicable)
[If employees use company vehicles or are reimbursed for personal vehicle use for business, outline policies here. Examples:]
· Only authorized and licensed drivers may operate company vehicles.
· Personal vehicles used for company business must be properly insured.
· Adherence to all traffic laws and safe driving practices is required.
· Reporting accidents involving company or personal vehicles used for business.

[bookmark: _clunxs9258j4]9. Performance & Development (Becoming a Better Monster)
Performance Reviews
Regular performance reviews are conducted to provide feedback, recognize achievements, identify areas for development, and set goals. Performance reviews typically occur [e.g., annually, at the end of the season].
Training & Development
[Your Haunt/Business Name] is committed to the growth and development of its employees. We provide various training opportunities, including [e.g., scare techniques, safety courses, customer service workshops, makeup training]. We encourage you to discuss your development goals with your supervisor.
Disciplinary Action
To ensure fair and consistent treatment,[Your Haunt/Business Name] follows a progressive disciplinary action process for addressing performance deficiencies or policy violations. This process may include:
· Verbal Warning
· Written Warning
· Suspension
· Termination
The severity of the disciplinary action will depend on the nature and frequency of the offense. Serious misconduct may result in immediate termination.
Grievance Procedure
If you have a workplace concern, complaint, or grievance, we encourage you to address it promptly.
Steps:
· Discuss the matter with your immediate supervisor.
· If the issue is not resolved, or if it involves your supervisor, contact [HR/General Manager].
· All concerns will be investigated thoroughly and confidentially to the extent possible. Retaliation for raising a good-faith concern is prohibited.

[bookmark: _b4j51wsl0tz2]10. Leaving Employment (Crossing Over)
Resignation Procedures
If you decide to resign from your employment with [Your Haunt/Business Name], we request that you provide [e.g., two weeks'] written notice to your supervisor. This allows for a smooth transition and proper handover of responsibilities.
Termination of Employment
Employment may be terminated by [Your Haunt/Business Name] for various reasons, including but not limited to: poor performance, violation of company policy, misconduct, or business necessity.
Exit Procedures
Upon termination of employment, employees are required to:
· Return all company property (e.g., uniforms, equipment, keys, badges, prosthetics).
· Complete any necessary exit interviews.
· Receive final paychecks and information regarding benefits continuation (e.g., COBRA, if applicable).

[bookmark: _iqsyvvcsyr9s]11. Employee Acknowledgment Form
Please read and sign below to acknowledge your understanding and agreement.
I, [Employee's Full Name (Print)], acknowledge that I have received, read, and understand the [Your Haunt/Business Name] Haunt Handbook. I understand that it is my responsibility to read and comply with the policies, procedures, and guidelines contained within this handbook and any revisions made to it.
I understand that this handbook is a guide and not an employment contract, and that my employment with [Your Haunt/Business Name] is at-will (if applicable in your state), meaning either I or the company may terminate the employment relationship at any time, for any reason, with or without cause or notice, subject to applicable laws.
I understand that [Your Haunt/Business Name] reserves the right to modify, revoke, suspend, or terminate any policies, procedures, or benefits described in this handbook, in whole or in part, at any time, with or without notice. All such changes will be communicated to employees.
Employee Signature: ___________________________________ 
Employee Printed Name: ___________________________________ 
Date: ___________________________________
Please return this signed acknowledgment form to [Your Supervisor].



