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A message to all Staff

This Handbook provides all staff with important informatio

anything that you do not
isor. You will be asked to sign the receipt form

ame)

(Position)

(Date)
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About the Company

Optional - Include this Section if you want to.

It is a useful way of introducing the Company/Organisation to new employees, and there!
contributes to the employee’s induction process. You might want to focus on ory, and
the products/services you deliver, together with your goals and objectives.

What you put, and how much you put, is entirely up to you.
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About this Handbook

This Staff Handbook has been produced in order to provide you with essential i
concerning many aspects of your employment with the Company and is an importaj

Unless indicated otherwise, or as specifically required in law, this Staff
with its contents, is non contractual.

To respond to the changing needs of the Company as well as to g

time to time, and when this happens you will be informed of g Ily by
internal memorandum and/or a note on th

If you have any questions about this Staff Handbook, offany of its coi
Line Manager or Supervisor.

€n please see your
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Section Subject

General Working Conditions Additional Employment

The company has no objection to you undertaking additional employment p

a) Such additional employment does not affect your ability to perfg
the job for which you have been employed;

the hours worked for this company, does not give
limits on average weekly working hours imposed
you have entered into a voluntary agreement with
Regulations;
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Section Subject

General Working Conditions Computers

stored 03

puter users

The company will take positive steps to protect the confidentiality of j @
computer and to prevent unauthorised access and inappropriate use. In particul§
should:

ght be guessed by
someone with limited knowledge of your persor sers should avoid the use

of birthdates, names of pets, own name, children”

e Enable the computer’s screen
intervals (reflecting the amount
screen only upon entry o:

e Never leave sensitive
unattended;

e Try to ensure th

Ensure that ﬁles are

advlse of
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THE STATUTORY EMPLOYER’S STAFF
HANDBOOK

This Staff Handbook has been written to reflect statutory requirements
employment practice.

It is written for employees — and they are referred to as

eword “Co to, for example, the word

ed by going to Edit, Replace and inserting the

eor Agency in Replace. Then click the box
1.

Qlitate to telephone or, preferably, email me at
Phrpolicy.co.uk.

health dnd safety law and practice. For avoidance of doubt, The Policy
is not engaged in providing legal or professional advice and if such is
guired thefervices of a lawyer or other professional adviser should be sought.

The Policy Company Limited

Last Updated October 2014
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THE STATUTORY
EMPLOYER’S STAFF{

HANDBOOK
IMPL ATION

NOT BY STEP
IDE

QQ
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Introduction

This is your Staff Handbook. Please read it very carefully. It covers most of the major topics that an
employer is supposed to consider and implement as part of statutory rules, regulations and procedus
relating to employment. Please read the model Staff Handbook carefully. Items needing fu;
consideration are generally highlighted in red. Copy it to your computer, and makegthose
alterations that you want to make to reflect more of your individual circumstances.
need to alter much, but such a process will enhance the product, and make it loo
something “off the peg”.

selection of model policy and procedure.

Although we have tried to make things as straightforward as p
your part, there are still things that you could do to customise
circumstances.

the “header” section of
the document, and insert the month/year to t area in ” section. In the page
headed “Message to all Staff” insert the of the person you wish to “represent” the Staff
Handbook to your employees, together osition, and the date. This individual would
normally be the most senior person in the xompa sponsible for its operations. You might also
want to complete the section — “4 though this is entirely optional and you
could simply delete it if you wa

ation and’Consultation”, choose the paragraph that fits your circumstances
e one that does not. If you have less than 50 employees you may delete this
ly if you wish.

the section about “Mobile Phones in cars”, either delete the section entirely if you do
t have employees driving on company business, or if you do, choose the paragraph that
its your circumstances, and delete the one that does not.

4. In the “Overtime” section, read what it says and amend if it does not reflect your
circumstances.
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In the “Pensions” section of the model Staff Handbook, read very carefully what it says.

If you are a new company, the initial paragraphs (concerning The Welfare Reform
Pensions Act 1999 ) may not be required, and “automatic enrolment” is where you

Pension already, then you are advised to seek professional pensions“d
staging date. Please seek professional advice on all matters relating t

“Pensions Regulator” is a good start.

In the “Probation” section, insert the number of weeks or
as the normal probationary period for your employe; elé
have a probationary period.

Delete the section on “Sunday Workin
your Company.

> if you ot have Sfinday working at all in

Read what is says about “Trade
circumstances.

bership” and alter if it does not reflect your

In the section on *
leave year, i.e. it
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