Template Employee Handbook
This document forms a template for organisations to compose an Employee Handbook. 
This document is divided into three columns

1. Heading: for each sub section of the handbook
2. Explanation: why the section is there and what it should contain

3. Section content: for you to add content as appropriate, using the prompts in the explanation 
Instructions: Once you have completed content in the third column (headed ‘Section Content’), you can delete this introduction and the middle column (writing is in blue) leaving you with your handbook. Some organisations may prefer a different format (e.g. non tabular), in which case, the content can be cut and pasted as required. 
Name of organisation: 

	HEADING
	EXPLANATION
	SECTION CONTENT

	Aims of this handbook/ Welcome

	In this section, you take the opportunity to:
· Welcome your new starters
· Summarise your organisation’s aims, objectives and mission

· Explain the important role that individuals have to play in achieving these aims 

· Highlight the fact that the handbook contains important policies/ procedures which reflect the way we work but are not contractual. (This means that everyone has to abide by them but, if non contractual, the organisation can make changes more easily). 

	

	Equality and Diversity
	Even if you have a separate Equality and Diversity Policy, it is important to refer to equality and diversity early on in the handbook as it reflects a basic value of your organisation.

If you have an existent policy, some organisations may choose to add it in its entirety in this section of the handbook (this avoids having too many separate documents). Other organisations may prefer to simply take the first section of the policy (which stresses the importance of the policy to the organisation and its commitment to equality and diversity) and restate it here, cross referring to the policy and its location.

If you do not have a separate Equality and Diversity Policy, the minimum information required in this section is:

· Importance of equality and diversity

· The organisation’s commitment to Equality and Diversity

· Employee responsibilities

· What may happen if employees fail to follow the policy

Sample wording is contained in the template Equality and Diversity Policy produced by the GRCC Performance Improvement Project. 
	

	Dignity at Work 
	This is sometimes called a Harassment Policy. Some organisations may have a separate policy which can be cross referred to here. Even if you cross refer, you should still restate the organisation’s commitment to dignity at work.
If you do not have a separate Dignity at Work Policy, the minimum information required in this section is:

· Importance of the Dignity at Work Policy

· The organisation’s commitment to dignity and work

· Employee responsibilities

· What may happen if employees fail to follow the policy

	

	Code of conduct
	Organisations find that if they set out their expectations from the onset, it sets parameters for employees and helps to firstly avoid then, if necessary, manage any issues that may arise. 

The following is a list of headings which you may want to consider, including some prompts for developing each statement of expectation. It is worthwhile stating in the introduction to this section that failure to abide by the code of conduct may result in disciplinary proceedings.
Core values 

This is about doing their best for the organisation, protecting its reputation, acting in accordance with all policies, procedures and rules, respecting others).
Attendance 

Being on time for work and consequences if not, seeking permission for planned absence (e.g. doctor’s appointments)
Smoking – state the organisation’s no smoking policy (even if also stated in Health and Safety Policy, you may choose to reiterate it here to show that it would be a breach of the code of conduct).
The need to follow the Health and Safety policy – again it is good practice to state this within the code of conduct.
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Personal appearance – 

e.g. standard of dress - needs will vary according to the organisation and its work but do not state requirements that are discriminatory.
Standards of personal performance

e.g. expectation of good relationships with colleagues, service users and partners: quality of work (high/ good) 

Relationships with clients/ users of the service For organisations working with potentially vulnerable people it may be helpful to set out ground rules within the code of conduct–e.g. Friendships out of work, taking family members to meetings with clients, lending money, looking after property etc. 
Keeping the organisation informed - of changes in circumstances (e.g. address, bank account, driving license penalties if driving is required for the post)
Conduct outside the organisation - maintaining the reputation of the organisation e.g. on work outings/ facebook entries etc. 
Confidentiality 

Many organisations will have a separate confidentiality policy in which case you could simply refer to abiding by the policy. If you do not have a separate policy, you may wish to make a statement here about keeping key information confidential (organisational practices/workings, personal information about work colleagues and information about service users)
Organisation’s property: A statement about keeping items safe (e.g. laptops, memory sticks, phones) and what might happen in the event of loss (e.g. may lead to disciplinary proceedings).
Disclosure of private interests: Putting the organisation’s interests first and declaring any potential conflict and to whom.
Company computers, email and internet. 
If you have a policy for computer misuse, you may wish to insert it here. Otherwise, state what is acceptable use - Refer to the template produced by the PIFA Project on computer misuse)

Fraud: Statement that it is unacceptable to commit or attempt to commit fraud against the organisation (e.g. expense claims and sickness) and consequences.

	

	
	
	

	
	
	

	Absence Management
	This is where you will set out your sickness reporting procedure (e.g. report to whom and when). You will also set out arrangements for payment- e.g. statutory sick pay and any enhanced sick pay schemes.

	

	Maternity Leave & Pay

Paternity Leave and Pay 

Adoption Leave 

Parental Leave

Domestic Incident Leave 


	All of these have statutory leave entitlements attached to them.
The best option in this section is to insert the current statutory process for each of these aspects. The Business Link website may be a useful source of information. www.businesslink.gov.uk
Domestic incident leave is an entitlement to unpaid time off should a domestic emergency arise without the person being subject to disciplinary action (as long as no other policies have been breached)

	

	Flexible Working Requests


	Employers have a duty to consider requests to work flexibly (e.g. change to part time work, other changes to start/ end hours, job share, term time hours etc) from people who have caring responsibilities (including children under 16). This section should state the statutory process to be followed. Again the Business Link website may be useful.

	

	Annual Leave and Public holidays


	Employees’ contracts/ terms and conditions of employment will set out how many days they are entitled to including any pro rata entitlement for part time workers. This section will therefore simply state your employees’ general entitlement to annual leave and bank holidays. The section will also state the procedure for booking of annual leave and the recommendation for notice to be given. It is also important to state any restrictions for taking annual leave (e.g. no more than a certain number of days (e.g. 10, 12, 15) in any one block except in exceptional circumstances). Your organisation’s rules regarding the granting of leave will also need to be clarified - e.g. first come first served basis, with the efficient functioning of the organisation taken into account when considering requests.

	

	Compassionate Leave


	Some organisations allow paid time off for compassionate reasons; in many cases this section should be included. If appropriate, clarify the scope of the leave and time allowed but be careful to set it out so that it is clear and can be applied consistently as inconsistent application could lead to discriminatory claims. 

	

	Jury Service


	Jury service is usually compulsory and an allowance is paid to jurors direct from the government. Many organisations also pay employees while they are absent for jury service. If this is the case, it is important to clarify here that whilst you will continue to pay employees during jury service, the amount paid in the allowance will be deducted and that employees will be expected to provide details of what was paid. 

It is also important to state that when released from jury service during working hours employees are expected to come back to work if they are being paid by the organisation.

	

	Public Duties


	Some organisations allow time off to people for undertaking duties such e.g. territorial army, JPs, councillors, school governors etc. (employer supported volunteering). Be aware that some of these roles attract payment.

	

	Data Protection 


	Some organisations prefer to keep this as a separate policy while others will incorporate the policy within the employee handbook. Whatever the case, reference should be made to the importance of abiding by DPP. 

	

	Disciplinary Policy 


	Some organisations prefer to keep this as a separate policy while others will incorporate this policy within the employee handbook. See the template produced by the GRCC PIFA Project.

	

	Capability Policy


	Some organisations choose to have a Capability Policy as well as a Disciplinary Policy. While a disciplinary policy deals with potential misconduct issues, the capability policy deals with an individual’s capability to do their job (i.e. more skills/knowledge based). The two policies are related because if there is a failure to improve performance through the capability process, this may lead to disciplinary action.

The policy will set out a procedure for assisting the employee to meet the requirements for the role through a formal process. 

	

	Grievance Policy 


	Some organisations prefer to keep this as a separate policy while others will incorporate it within the employee handbook. See the template produced by the GRCC PIFA Project.

	

	Employee support and supervision
	This section states that the organisation has methods in place to support and supervise staff and lists them e.g. line management meetings /appraisal scheme. Line managers are usually the first point of call for any queries.

	

	Updates & Amendments


	This section simply states that from time to time it may be necessary to update the handbook (in line with statutory changes and the organisation’s business needs) and that employees will be kept informed.
	

	Retirement Policy


	State the organisation’s default requirement age. This section will also state that individuals have the right to request to work beyond this date. Organisations could set out here the process to be followed- how to request etc. Business Link website contains the statutory process. 
www.businesslink.gov.uk

	

	Reference Policy


	There is no legal requirement for an ex employer to provide a reference but organisations may be happy to provide one. The usual practice is to provide basic factual information (start and end date, job title and salary). In this section, an organisation will set out its approach to provision of references for ex employees (i.e. who will provide the reference).

	

	Gifts


	Organisations approach acceptance of gifts by employees in different ways: Some will not allow employees to receive any gifts. Others will set out financial limits such as the HMRC taxable income limits. It is necessary to clarify that if gifts are accepted, it should not influence judgements and that the interests of the organisation should always be put first. 

	

	Expenses policy


	This employee handbook is the ideal place to include your expenses policy and procedures. 
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This template was developed by the GRCC Performance Improvement For All Project (PIFA)

The PIFA Project is funded by the National Lottery through the Big Lottery Fund
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