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[bookmark: _GoBack]Chapter 1: Welcome
Dear New Team Member,
On behalf of the entire leadership team at CreativeHub Inc., I am thrilled to welcome you to our family. We believe that every person who joins us brings unique talents and perspectives that make our company stronger. This handbook is your guide to understanding who we are, how we work, and what we stand for.
We are committed to fostering an environment where creativity thrives, innovation is celebrated, and every voice matters. Together, we will continue to push boundaries and deliver exceptional results for our clients and communities.
— Sarah Chen, CEO
Our Mission
Mission: To empower businesses and individuals through innovative digital solutions that simplify complexity and amplify creativity. We strive to be the most trusted partner in digital transformation.
Our Core Values
Innovation — We embrace change and encourage bold thinking.\nIntegrity — We act with honesty and transparency in everything we do.\nCollaboration — We believe the best work happens together.\nExcellence — We hold ourselves to the highest standards.\nInclusion — We celebrate diversity and create space for everyone.

Chapter 2: Onboarding
Your First Steps at CreativeHub
Welcome to your onboarding journey! Follow these steps to get settled in:
1. Complete all pre-employment paperwork and submit required identification documents to HR within your first day.
2. Attend the New Hire Orientation session (held every Monday at 9:00 AM) to learn about company history, culture, and organizational structure.
3. Set up your workstation, email account, and access credentials with the IT department. Request any additional software or hardware you need.
4. Meet your assigned buddy/mentor who will guide you through your first 90 days and introduce you to your team members.
5. Review and acknowledge all company policies, including the Code of Conduct, IT Security Policy, and Data Privacy Agreement.
6. Complete mandatory training modules on compliance, workplace safety, and anti-harassment within your first two weeks.
7. Schedule a 30-day check-in meeting with your manager to discuss initial goals, expectations, and any questions or concerns.

Chapter 3: Work Policies
Working Hours
Standard working hours are 9:00 AM to 6:00 PM, Monday through Friday, with a one-hour lunch break. CreativeHub offers flexible scheduling — employees may adjust their start time between 8:00 AM and 10:00 AM with manager approval.
All employees must be available during core hours (10:00 AM – 4:00 PM) for meetings and collaboration.
Dress Code
CreativeHub embraces a smart casual dress code. We encourage you to express your personal style while maintaining a professional appearance. For client-facing meetings, business casual or business formal attire is expected.
Safety footwear is mandatory in warehouse and lab areas at all times.
Remote Work Policy
CreativeHub supports a hybrid work model. Employees may work remotely up to 3 days per week, subject to team needs and manager approval. Remote employees must maintain a reliable internet connection and be reachable during core hours.
Remote work arrangements must be documented and approved via the HR portal before taking effect. Unauthorized remote work may result in disciplinary action.

Chapter 4: Benefits
CreativeHub offers a comprehensive benefits package designed to support your well-being and professional growth. Benefits vary by level:
	Level
	Annual Leave
	Insurance
	Training Budget
	Other Perks

	Junior
	15 days
	Basic Medical
	$1,000
	Gym membership

	Mid-Level
	20 days
	Medical + Dental
	$3,000
	Gym + Wellness

	Senior
	25 days
	Full Family Coverage
	$5,000
	Gym + Stock Options

	Lead
	28 days
	Premium Family
	$8,000
	All above + Sabbatical

	Executive
	30 days
	Premium + Executive Health
	$15,000
	All above + Car Allowance



Chapter 5: Code of Conduct
All employees are expected to uphold the highest standards of professional and ethical behavior. The following principles guide our conduct:
· Treat all colleagues, clients, and partners with respect and dignity
· Maintain confidentiality of proprietary information and trade secrets
· Avoid conflicts of interest and disclose any potential conflicts to your manager
· Use company resources responsibly and only for legitimate business purposes
· Report any violations of this code through the appropriate channels
· Comply with all applicable laws, regulations, and company policies
· Foster an inclusive workplace free from discrimination and harassment
For the complete Code of Conduct policy, please visit: CreativeHub Policy Portal
Warning: Violations of the Code of Conduct may result in disciplinary action, up to and including termination of employment. All reports of misconduct will be investigated promptly and thoroughly. Retaliation against anyone who reports a violation in good faith is strictly prohibited.

Appendix: Salary Structure
The following table outlines the salary bands for each level at CreativeHub Inc. All figures are in USD and represent annual compensation.
	Level
	Base Salary
	Bonus Target
	Stock Options
	Total Comp (Min)
	Total Comp (Max)

	Junior (L1-L2)
	$55,000 - $75,000
	5%
	500 units
	$57,750
	$78,750

	Mid-Level (L3-L4)
	$80,000 - $110,000
	10%
	1,500 units
	$88,000
	$121,000

	Senior (L5-L6)
	$115,000 - $155,000
	15%
	5,000 units
	$132,250
	$178,250

	Lead (L7)
	$160,000 - $200,000
	20%
	10,000 units
	$192,000
	$240,000

	Executive (L8+)
	$210,000 - $350,000
	30%
	25,000 units
	$273,000
	$455,000


Note: Salary figures are reviewed annually. Stock options vest over a 4-year period with a 1-year cliff. Bonus targets are based on individual and company performance.
