Employee Handbook




We would like to take this opportunity to welGomeaysmnote tiope your career with us will be both
enjoyable and rewHislitige policy of@h@pany to communicate with you on matters-that are important
all such asatityproductivity levels and information about your employment. We welcome and encour
based on your own expergnoce firm intent that all employees should have an equal level of adve
access to opportunity and theecassagy irrespective. of thessex, race, colour, religion, disability,
orientation or age of that -

d to know and what
hat could represent a

This employee handbook
template comes in MS Word
and Is easy to edit....

Most companies have r
theemployer exdeats thg
in the work place or wh

This handbook is desig
and consistemtligss aguig
your individual statem

~

@mpanpdicies, proce

ra dedlireithhfairly
should be read in conj
ith impdréant informati

If you need further informatiQy ‘ 406 the ntost impostant
means of communication betwee@yopamdlBet the informal face to fasehdisoussioeach day
about your, job youbmpany appraisdhssessmaneetingrour managemous prime source of
information aboubthpayyis part tfeijob to inform, answer gaestilgten to constructive opinions,
commentssaggestiofsase ask thifemparts of this handivatdéms referred t@naunclear.

This handbook cabragsy informatioraanchmary of th@&ny polices which are correct at the date of
print ¥u should niate all policies are subject andhaaggtion from time youiare; advised to check
with your manager to ensure that you have acceaesabeief onosttion.

Whil st this handbook ai msstérms apdrcanditiors ef emplognewemh,p
your offer of empl oyment l etter, statement
more authoritative details.
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Oryour first day of woukare requestegeot directlyite receptiafficeu will not need a badge or
pass to acces&itimpany at this ltikeeall mihevisitorthis is for safety and security

A member of staff will welcome you and amdngeanoy@ntatiowuwvilimeet viaus members of

the tegwas part of your int : vilheasked to provide particular forms of identification

in original forraatproof of all prospective
emplyees to present thei sonds righ
work in thaon the basis ¢ iguinggtation,

Asylum and Nationality & \\lelcome younew employee
and get them off to a god

Oumduction programme
colleaguasd receiméormg
rules and safety adoice:
have.

| meet your new

ym@antpany
omments you may

It is important you undérataridre to act in acCOraanue ey Gone =dure and poliaies
result in disciplinary action @dargh@ny 6 s di sci plinary procedur e.

You may find references made in this handbook to ppecétuEsitdicktadbouthesare
available fromyamager.
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contents:

Changes in Personal Detail$
Changes in Employment Tefms
Employee Data 4

Employee Representatives4

Fixederm Employees 5
Holidays 5
Overtime 6
Parttime Employees 6
Personal Problems 6
Probationary Period 7

Termination of Employmen®
Training 8

Wage/Salary Payments 9

\V\/orking Hours 9 /

RedTapeDo@2bAghts reseNed




To helfs assigbu, especially in cases of emergency, it IS essentialilyatipkistmeehatials is
complete, correct aretlafe. Please inform your manager of ianyouhaegesnal circumstances
inalding a change of: adidm@ssne number, name, nelxaok kiatails.

erms and conditions of er
ore than one month
tten notification of

Th&mpany reserves the
@mpany will notify yoing
after such change has ta

Yowshould be awar¢héh&
from time to tishare thig

Gimpany may
5 but @ddf in the pursuit a

running our busine< pvidenthédion you
exampliae Inland Revex ences or similar informatic
about employatmw the ootpEEmgoadr own

periodically to help us keep the intomaddion up

Your manager will be happy to inform you of any bodies that exist, suctka.senmgits/ee tiadens
unions and outline #gmitlon tl@mpany should you wish.
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You are considdpezitarm employg®u hawveontract of employment which isedue. to end

U By a specified date.
U Athe end of a specified event.
U Atthe endgpecified task.

The Company resdbatsederm employees have the.right not to be treated less favourably than col
permanent employees because ttayrare fixed

Your statement
hol i day

L et your employee know how

o vaved and when to take holiday..
o nyour €4It @and tallor the document
to you needs

are gr,anted
2 able to take your holiday whel

chitheof employment
é@ment and then adjusted to

idientaken on the day which
termination of employment Tak BN ill be recouped from your final pay

The public and bank holidays in England and Wales are:

New Year's Day
Good Friday

Easter Monday

May Day Holiday
Spring kialy

Late Summer Holiday
ChristmBay

Boxing Day

[t et et NN et e e - e
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Theegulations do not provide time and facilities for religious or belief observancetine the workplace.
Company will consider whether tlagidplelcsisiminate against staff of particular beligiens or

Where special festival or spiritual days exist you may request holiday in ordexttttmaelebrate festiv:
ceremonies. The Company will sympathetically. consider a reqbésbwtgnadiisatdasgou to be

away from veorét where you have sufficient holiday entitlement in hartioli gihattdl®e nuagd

be practical for one or a smaiif istedibdre abséntight be difficult if numerogsissishanre made.

In theswrcumstances the Company will discuss the matter with the employees affected.

asonable
made for overt

From time to time, ydoe mejuested
request. All overtimebenasithorise
authorised in advance. Rates of p

Explain overtime.....

How and when
paid!

Epart
and conditions o
ked of

You are consideredtimpagtnployg
workers as favourablytiasefullork
employment as théim&ltounterp
You will not be entitled to overti

If you have any personal prglblérok wailn belie@rtigany may be ablethemelpshould approach
your manadémemay arrange for a personal discussiompétBztnetary 8ersonnéficerwhich
will beeldh absolute confidence.
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On joining @Gmpany you will serve a 12 week probationary period.vibilfyegniiakimgngoyoown
mind up about whether you wish to remaithe@rkipgnitthe same tiow;, mnanager will be
assessing your capabilities, attitude and potential.

If you do not reach the
the 12 weekationar
weeks.

andards re@aimgzhyothieemplepnmay be terminated at any time during
~Lhavanch(lip veelekger than 24

You must inform your
employee about probationary
On the termination| /10LIC€ pEf/'OdS.....

minimum period of

.also required to give a
becified in your statement of

When yeumnployme
but have not td@mstatement of employiT
pay whgoueave.

” in the current leave year
alculateuaccrued holiday

Pay duelbe calculdtasing the formula{8>PBy due
u A ishe total holiday entitlement for the year
u B is the fraction of the year to the date of leaving
u Cis the amount of holiday already taken
You wilhve the right to be paid for leave accrued dygethployneeotf, no matter hthatshort

perid of employmegThis will run until the end of your natitegseusgiee otherwisin the
Company
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