
Employee Rights and Responsibilities 

Briefing 

Date: [Insert Date] 

To: [Employee Name] 

From: [Your Name/Company Name] 

Subject: Briefing on Employee Rights and Responsibilities 

Dear [Employee Name], 

We are committed to ensuring that all employees are informed about their rights and 

responsibilities within the workplace. This briefing will outline key aspects that every employee 

should be aware of: 

Employee Rights 

• The right to fair treatment and equal opportunity. 

• The right to a safe and healthy work environment. 

• The right to receive compensation for work performed. 

• The right to be free from discrimination and harassment. 

Employee Responsibilities 

• The responsibility to adhere to company policies and procedures. 

• The responsibility to report any unsafe conditions or misconduct. 

• The responsibility to perform duties to the best of one's ability. 

• The responsibility to maintain a respectful workplace. 

If you have any questions or require further clarification regarding your rights and 

responsibilities, please do not hesitate to reach out. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Company Name] 



[Contact Information] 


