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Polices and Benefits at your Fingertips 
By: Tabatha Hampton 

 
If you ever started to believe there was not a purpose for a personnel & benefits manual, think 
again. They are an essential tool for Human Resources and employees. The Personnel, 
Employment & Benefits Manual was created to save time and help manage frustrations by 
having a manual at your fingertips. 

Employee benefits and procedures can be found in multiple places such as the Arkansas 
Northeastern College’s Policy Manual and in the Employee Benefits Guide but has never been 
easily accessed or in once place.  As the Coordinator for Human Resources, I receive many 
phone calls and emails from employees asking such questions as: “where can I access a policy 
on how much leave I will accrue” or “what process do I follow to fill a position?”   The idea of an 
Employee Personnel, Employment, & Benefits Manual was something I believed would provide 
resources not only for new hires but as great tool to assist current employees with processes 
such as hiring and workers compensation procedures.  The Personnel, Employment & Benefits 
Manual gives employees a detailed overview of benefits and policies that are specific to 
Arkansas Northeastern College.    

The Personnel, Employment & Benefits Manual was distributed to all employees in January, 
2022. The manual is now part of the package for new hires and is also available in electronic 
version on the portal. The manual will be updated each fiscal year as benefits and policies 
change and will be redistributed to employees as this occurs.   

  



Feedback from Staff  

“Thank you for putting this together.  This is a great resource to have.” 
 --Jamie Frakes, 
  Dean for Allied Technologies 
 
 

“This was a great idea and a great resource for all employees.” 
--Brenda Holifield, 
  Dean for Allied Health 

   
 

  


