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WELCOME  

We would like to take this opportunity to welcome you to the Company and we hope your career with us will be both 

enjoyable and rewarding. It is the policy of the Company to communicate with you on matters that are important to us 

all such as quality, productivity levels and information about your employment. We welcome and encourage your views 

based on your own experience. It is our firm intent that all employees should have an equal level of advancement, 

access to opportunity and the training necessary irrespective of the sex, race, colour, religion, disability, sexual 

orientation or age of that employee. 

About this Handbook   

Most companies have rules, policies and procedures that set out for their employees what they need to know and what 

the employer expects from them. For example, on Health and Safety to help staff know what could represent a danger 

in the work place or what to do when you want a day off.  

This handbook is designed to give clear advice to employees and to create a culture where issues are dealt with fairly 

and consistently. This is a guide to your terms and conditions of employment and should be read in conjunction with 

your individual statement of employment. The handbook provides you with important information relating to the 

Companyõs policies, procedures and rules. 

If you need further information or help, please donõt hesitate to ask your manager, who is perhaps the most important 

means of communication between you and the Company be it the informal face to face discussions that occur each day 

about your job, or your Company appraisal and assessment meeting. Your manager is your prime source of 

information about the Company, it is part of their job to inform, answer questions and listen to constructive opinions, 

comments or suggestions. Please ask them if any parts of this handbook, or items referred to in it, are unclear. 

Use of this Book 

This handbook contains Company information and a summary of the Company polices which are correct at the date of 

print. You should note that all policies are subject to change and variation from time to time; you are advised to check 

with your manager to ensure that you have access to the most up-to-date information. 

Whilst this handbook aims to provide a comprehensive guide to the Companyõs terms and conditions of employment, 

your offer of employment letter, statement of employment and the Companyõs policies and procedures may provide 

more authoritative details.  

 

This employee handbook 

template comes in MS Word 

and is easy to edit.... 
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First day 

On your first day of work, you are requested to report directly to the reception / office. You will not need a badge or 

pass to access the Company at this time. Like all our other visitors this is for safety and security. 

A member of staff will welcome you and arrange for your induction and orientation. You will meet various members of 

the team, as part of your introduction to the Company. You will be asked to provide particular forms of identification, 

in original format, as proof of your identity and to establish your right to work in the UK. We ask all prospective 

employees to present their documents before starting work; we make no presumptions about any personõs right to 

work in the UK on the basis of their background, appearance or race. We are required to do so by the Immigration, 

Asylum and Nationality Act 2006 and must keep copies of your documents.  

Induction 

Our induction programme is designed so that you fit in quickly and efficiently to your new post. You will meet your new 

colleagues and receive information about the Company, such as your terms and conditions of employment, Company 

rules and safety advice. You will be introduced to your manager who will welcome any questions or comments you may 

have. 

It is important you understand that failure to act in accordance with Company guidelines, procedure and policies may 

result in disciplinary action under the Companyõs disciplinary procedure.  

You may find references made in this handbook to specific policies or procedures. Full details about these are 

available from your manager. 

 

Welcome your new employee 

and get them off to a good 

start.... 
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HOW WE WORK 

Changes in Personal Details 

To help us assist you, especially in cases of emergency, it is essential that all information in your personal records is 

complete, correct and up-to-date. Please inform your manager of any changes in your personal circumstances 

including a change of:  address, telephone number, name, next of kin, or bank details. 

Changes in Employment Terms 

The Company reserves the right to make reasonable changes to any of your terms and conditions of employment. The 

Company will notify you in writing of such changes at the earliest opportunity or in any event no more than one month 

after such change has taken place. Any changes will have deemed to have been accepted unless written notification of 

any objection has been received before the end of any notification period. 

Employee Data 

You should be aware that the Company collects data about their employees and their employment. The Company may, 

from time to time, share this information with consultants or outside companies but only in the pursuit and aid of 

running our business. The Company may also be obliged to disclose some of the information you provide with, for 

example, the Inland Revenue or the Police. The Company will not provide confidential references or similar information 

about employees without the agreement of that employee. You may ask to check your own Company record 

periodically to help us keep the information up-to-date. 

Employee Representatives  

Your manager will be happy to inform you of any bodies that exist such as employee forums, works councils or trade 

unions and outline their roles  within the Company should you wish. 

 

Our employee handbook is 

written in plain English.... 
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HOW WE WORK 

Fixed-term Employees 

You are considered a fixed-term employee if you have a contract of employment which is due to end i.e.: 

ü By a specified date. 

ü At the end of a specified event. 

ü At the end of a specified task. 

The Company recognises that fixed-term employees have the right not to be treated less favourably than comparable 

permanent employees because they are fixed-term. 

Holidays 

Your statement of employment gives you details of the number of dayõs holiday you can take each year, when each 

holiday year begins and the amount of dayõs holiday that can be carried forward from one year to the next. 

You must agree all holidays in advance with your manager; all holidays are granted on a ôfirst come first servedõ basis, 

so the earlier you give notice the more likely it will be that you will be able to take your holiday when you wish. 

ü In your first holiday year you will be entitled to holiday pro-rata to your completed months of employment. 

ü If you work part-time your holiday entitlement is based on the full-time entitlement and then adjusted to 

reflect your contracted hours. 

If you terminate your employment you will be entitled to payment in lieu of any leave which is untaken on the day which 

termination of employment takes effect. Overpayment of leave will be recouped from your final pay. 

The public and bank holidays in England and Wales are:  

ü New Year's Day 

ü Good Friday 

ü Easter Monday 

ü May Day Holiday  

ü Spring Holiday 

ü Late Summer Holiday  

ü Christmas Day 

ü Boxing Day 

 

Let your employee know how 

and when to take holiday... 

edit and tailor the document 

to you needs 
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HOW WE WORK 

Religious Holidays 

The regulations do not provide time and facilities for religious or belief observance in the workplace. However, the 

Company will consider whether their policies and rules discriminate against staff of particular religions or beliefs. 

Where special festival or spiritual days exist you may request holiday in order to celebrate festivals or attend 

ceremonies. The Company will sympathetically consider a request where it is reasonable and practical for you to be 

away from work and where you have sufficient holiday entitlement in hand. It should be noted, though, that while it may 

be practical for one or a small number of staff to be absent, it might be difficult if numerous such requests are made. 

In these circumstances the Company will discuss the matter with the employees affected. 

Overtime 

From time to time, you may be requested to work overtime and you will be expected to co-operate with any reasonable 

request. All overtime must be authorised in advance by your manager. No recompense is made for overtime not 

authorised in advance. Rates of pay are set out in your statement of employment.  

Part-time Employees 

You are considered a part-time employee if you work less than 30 hours a week. The Company will treat all part-time 

workers as favourably as full-time workers, part-time employees will receive the same terms and conditions of 

employment as their full-time counterparts, but these will be scaled down according to the number of hours worked. 

You will not be entitled to overtime payments, unless you work more than 38 hours a week.  

Personal Problems 

If you have any personal problems with, which you believe the Company may be able to help, then you should approach 

your manager. They may arrange for a personal discussion with the Company Secretary or Personnel Officer, which 

will be held in absolute confidence. 

 

Explain overtime..... 

How and when itõs given and 

paid! 
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HOW WE WORK 

Probationary Period  

On joining the Company you will serve a 12 week probationary period. During this time you will be making your own 

mind up about whether you wish to remain working with the Company. At the same time, your manager will be 

assessing your capabilities, attitude and potential. 

If you do not reach the standards required by the Company, your employment may be terminated at any time during 

the 12 week probationary period or the probationary period may be extended beyond 12 weeks but no longer than 24 

weeks. 

Termination of Employment  

Notice Periods 

On the termination of your employment you are entitled to a minimum period of notice. You are also required to give a 

minimum period of notice to the Company. These notice periods are specified in your statement of employment. 

Paid Leave 

When your employment is terminated you will receive pay for any holiday you are entitled to in the current leave year 

but have not taken. Your statement of employment contains the information you need to calculate your accrued holiday 

pay when you leave. 

Pay due will be calculated using the formula (A x B) - C = Pay due 

ü A is the total holiday entitlement for the year 

ü B is the fraction of the year to the date of leaving 

ü C is the amount of holiday already taken 

You will have the right to be paid for leave accrued during the time of your employment, no matter how short that 

period of employment was. This will run until the end of your notice period, unless you agree otherwise with the 

Company.

 

You must inform your 

employee about probationary 

notice periods.....  




