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1. Welcome & Introduction 

1.1 Message from our [CEO / Managing Director / Owner] 

Dear Colleague, 

Welcome to [Company Name]! We are thrilled to have you join our team. Every individual in our 

business plays a vital role in our shared journey, and your unique skills, energy, and perspective 

are key to our continued success. 

This handbook has been designed to give you a clear overview of who we are, what we stand for, 

and how we operate on a daily basis. It sets out our commitments to you as an inclusive, fair, and 

forward-thinking employer, alongside the standards and behaviors we expect from everyone 

representing us. 

Our culture is built on trust, respect, and mutual support. We want you to feel empowered, safe, and 

inspired to do your best work here. Please take the time to read through this guide and keep it as a 

handy reference throughout your career with us. 

Thank you for bringing your talent to [Company Name]. I wish you a rewarding, successful, and 

thoroughly enjoyable time with us. 

Warmest regards, 

[Name] 

[CEO / Managing Director / Owner] 
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1.2 Vision, Mission & Values 

At [Company Name], our strategic direction and daily operations are anchored by our core 

identity: 

OUR VISION: [Insert Company Vision Statement - e.g., To lead our industry through innovative, 

human-centric solutions that positively impact society.] 

Example  

OUR MISSION: [Insert Company Mission Statement - e.g., To deliver exceptional quality service 

to our clients while cultivating a safe, diverse, and high-performing workplace for our people.] 

 

OUR VALUES: These principles guide every strategic decision and peer interaction: 

Integrity: We act with transparency, honesty, and ethical accountability in everything we do. 

Inclusion: We embrace diversity, treat everyone with dignity, and foster an environment belonging 

to all. 

Innovation: We challenge the status quo, support lifelong learning, and continuously adapt to a 

changing world. 

Collaboration: We operate as one team, recognizing that our collective strength outperforms 

individual effort. 
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1.3 About this Handbook 

This handbook summarizes key policies, working conditions, and professional standards at 

[Company Name]. Unless explicitly stated otherwise, the policies contained within this document 

are non-contractual and may be updated from time to time by the business to align with legal 

developments and operational needs. 

2. The Employment Relationship & EDI 

UK Employment Law Note: Under current UK employment rules, significant emphasis is placed 

on day-one rights, clear contractual terms, and fair processing. Employers must provide a 

comprehensive written statement of employment particulars on Day 1 of employment. 

2.1 Equality, Diversity & Inclusion (EDI) 

We are dedicated to fostering an environment free from discrimination, harassment, bullying, or 

victimization. We strictly prohibit unlawful discrimination under the UK Equality Act 2010. This 

applies to all aspects of employment, including recruitment, promotion, training, pay, and 

disciplinary procedures. No employee or applicant will receive less favorable treatment based 

on any Protected Characteristic: age, disability, gender reassignment, marriage/civil partnership, 

pregnancy/maternity, race, religion/belief, sex, or sexual orientation. 

2.2 Proactive Anti-Harassment & Preventative Duty Standards 

In line with professional best practices, we enforce a strict policy regarding dignity at work. The 

company takes a proactive approach to protecting employees. In accordance with statutory 

Preventative Duty frameworks, the company executes formal, documented Harassment Risk 

Assessments annually to eliminate risk factors before they impact our workforce. 

Third-Party Harassment: This protection extends fully to harassment suffered by employees 

from external third parties during the course of their duties, including clients, customers, 

suppliers, contractors, or members of the public. The company maintains a zero-tolerance 

stance toward third-party abuse; incidents will be aggressively investigated, and client or vendor 
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contracts will be terminated if breaches occur. Any internal violation of these standards by staff 

will be treated as potential gross misconduct under our disciplinary procedures. 

2.3 Right to Work & Personnel Records 

All offers are subject to receiving satisfactory UK Right to Work verifications. You must notify HR 

immediately of any changes to your personal details (address, bank details, emergency 

contacts) to ensure statutory reporting and payroll accuracies. In compliance with Fair Work 

Agency regulatory rules, the business securely archives and maintains all statutory holiday tracking, 

usage, and ledger entries for a mandatory rolling 6-year retention period. 

2.4 Probationary Period & Unfair Dismissal Thresholds 

Your employment begins with a probationary period of [e.g., 3 or 6 months]. This framework 

allows both you and the company to objectively assess suitability for the role. We review 

performance regularly during this window utilizing clear, pre-communicated SMART 

performance metrics from your first week. Following incoming legislative overhauls, full statutory 

unfair dismissal protection and uncapped tribunal compensatory awards secure at exactly 6 

months of service. Consequently, the company utilizes highly rigorous formal midpoint (Month 3) and 

final threshold (Month 6) evaluation reviews to confirm permanent status, manage capability 

transparently, or execute fair probationary terminations where pre-set objective performance targets 

have failed to be established. 

3. Working Hours, Hybrid & Flexible Working 

UK Statutory Flexible Working Note: Under the Employment Relations framework, employees have 

an absolute Day One right to request flexible working. Employees can make up to two statutory 

requests in any 12-month period. Employers must consult with the employee in a reasonable 

manner and respond within two months. 

3.1 Standard Hours of Work 

Your standard working hours, including core operational expectations, are detailed in your individual 

Contract of Employment. Core business hours are generally [e.g., 09:00 to 17:30, Monday to Friday] 

inclusive of an unpaid lunch break of [e.g., 1 hour]. 

3.2 Flexible Working Policy 
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We recognise that flexible and hybrid working models can enhance well-being and productivity. Any 

employee can submit a formal flexible working request from their first day of employment. Requests 

can relate to hours, times, or location of work (including hybrid working). The business will evaluate 

every request objectively against operational parameters and will hold a formal consultation meeting 

with you before making a determination. 

3.3 Right to Switch Off (Right to Disconnect) Policy 

This company recognizes that the ability to mentally 'switch off' from work is essential for long-term 

employee well-being, mental health, and sustained productivity. In accordance with statutory Codes 

of Practice, this policy establishes clear operational boundaries to protect personal time: 

No Obligation to Respond: Employees are not required, expected, or pressured to read, monitor, 

or respond to work-related digital communications (emails, phone calls, SMS, WhatsApp, or 

Microsoft Teams) outside of their normal, agreed working hours. 

Protection from Detriment: No employee will ever be penalized, passed over for promotion, or 

subjected to detrimental treatment for choosing to disconnect or refusing to engage with work 

matters during personal time. 

Respecting Others: If an employee drafts communication late at night due to flexible working 

patterns, they are required to utilize the "Delay Delivery" function so the message arrives during the 

recipient’s next standard working day. 

Emergency Exceptions: Out-of-hours contact may be executed strictly by management for genuine 

emergency situations, defined solely as immediate health and safety hazards, critical business 

continuity threats, or severe regulatory breaches. 

4. Absence, Well-being & Family Leave 

UK Family Leave Note: Family leaves, neonatal care allowances, and redundancy protections have 

seen enhanced statutory safeguards. Bereavement provisions and carers' rights remain integrated 

statutory requirements. 

4.1 Sickness Absence, Notification & Day-One SSP 

If you are unable to attend work due to illness, you must notify your manager by telephone as early 

as possible, and no later than [e.g., 09:30 AM] on your first day of absence. For absences up to 7 

calendar days, you must complete a self-certification form. For absences extending beyond 7 days, 

a valid medical 'Fit Note' from a qualified healthcare professional is mandatory. 

Statutory Sick Pay (SSP): In accordance with statutory legal overhauls, the traditional 3-day waiting 

period has been entirely abolished. Employees are entitled to receive SSP from **Day 1** of any 



© 2026 [Company Name]. All rights reserved. Proprietary and Confidential. 

 

9 

qualifying sickness absence. For staff earning below the flat rate, payments are statutory-adjusted to 

80% of average weekly earnings, processed seamlessly through payroll from the first day of illness. 

4.2 Annual Leave 

Our annual leave year runs from [e.g., 1st January to 31st December]. Your comprehensive holiday 

entitlement is specified in your contract. Holiday requests must be submitted via [insert system, e.g., 

HR Portal] and approved by your line manager in advance. We advise against booking travel before 

receiving formal operational approval. 

4.3 Family & Parental Day-One Leave Rights 

We provide comprehensive statutory rights and support for family-related leave, with all historical 

length-of-service hurdles removed: 

Paternity & Unpaid Parental Leave: Fully classified as statutory Day-One rights from your first day 

of employment. 

Neonatal Care Leave: Parents of babies requiring specialized neonatal care gain an immediate 

Day-One right to up to 12 weeks of paid leave. 

Redundancy Protection Extension: Enhanced statutory protections against redundancy for 

pregnant employees secure from the absolute moment of disclosure and remain active for 18 

months post-birth or placement following their return to work. 

Carer's Leave: Statutory entitlement providing up to one week of flexible, unpaid leave per year for 

employees supporting dependents with long-term care needs. 

Statutory Bereavement Leave: A protected Day-One statutory framework providing 1week of fully 

protected leave, tracked independently from standard sick or annual leave structures. 

5. Recognition & Reward 

We believe that exceptional effort should be visible. Beyond your standard salary, we acknowledge 

contributions that go 'above and beyond' our core values. 

5.1 Recognition Schemes 

Peer-to-Peer Recognition: Employees can nominate colleagues for [Insert Scheme Name, e.g., 

'Value Awards'] when they demonstrate excellence in their roles. 

Service Milestones: We celebrate long-term commitment with internal and financial rewards at 

milestones of [Insert Years, e.g., 5, 10, 20] years of service. 
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Performance-Based Rewards: Discretionary rewards may be issued for significant project 

successes or fiscal year achievements. 

6. Employee Benefits Page 

Your total reward package at [Company Name] is designed to support your health, wealth, and 

lifestyle outside of work. The specific packages relevant to your tier are non-contractual and outlined 

below: 

6.1 Health & Well-being 

Private Healthcare: [Insert Provider Details / Private Medical Insurance rules or Delete if N/A] 

Employee Assistance Programme (EAP): 24/7 confidential counseling and support hotline for 

mental, physical, and financial well-being. 

Eye Care: Provision of corporate vouchers for annual eye tests and lenses for regular VDU users. 

6.2 Financial Future 

Workplace Pension: We operate an auto-enrollment pension scheme in accordance with statutory 

requirements. Details of standard employee and employer contributions are provided on day one. 

Life Assurance: [Insert Multiple of Salary, e.g., 4x salary] provided as a lump sum benefit to your 

nominated beneficiaries in the event of death in service. 

6.3 Lifestyle Benefits 

Cycle to Work Scheme: Tax-free bicycle and accessory purchase programs utilizing salary 

sacrifice frameworks. 

Corporate Discounts: Direct access to our digital perks platform [Insert Platform Name,e.g., 

Perkbox / Reward Gateway] for grocery, tech, and retail savings. 

7. Whistleblowing (Speaking Up Policy) 

UK Statutory Whistleblowing Protection: In line with the Public Interest Disclosure Act (PIDA)  and 

UK frameworks, we encourage a 'Speak Up' culture. This policy protects you from any detriment, 

retaliation, or dismissal if you raise a protected disclosure regarding workplace malpractices. 

7.1 Qualifying Disclosures 

You are fully protected under UK law when reporting serious bad practices, including criminal 

offenses, failures to comply with explicit legal obligations, dangers to public health or environmental 

safety, and deliberate concealment. Under modern compliance updates, any formal or informal 
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disclosure regarding systemic or severe **Workplace Sexual Harassment** is legally classified as a 

Protected Disclosure (Whistleblowing), granting immediate legal protection from the exact second a 

concern is raised. 

7.2 Reporting Procedure 

1. Informal Route: Speak openly to your direct line manager or a member of the Executive team. 

2. Formal Route: Submit your concern in writing to the designated Whistleblowing Officer at [Insert 

Email Address]. 

3. External Route: If internal routes are inappropriate given the context, you may safely contact 

prescribed statutory bodies (such as the Fair Work Agency or HMRC). 

8. Conduct, IT & Workplace Standards 

8.1 Professional Conduct & Anti-Bullying 

We expect the highest standards of professional conduct. Bullying, harassment, microaggressions, 

or intimidating behaviors are strictly prohibited. We emphasize psychological safety, treating 

colleagues and clients with consistent dignity. Breach of these standards will trigger a formal 

disciplinary investigation. 

8.2 Data Protection & GDPR 

In accordance with UK GDPR and the Data Protection Act 2018, you must treat all company, client, 

and colleague data with absolute confidentiality. Do not access, store, or disclose personal data 

without explicit operational authorization. Data breaches must be reported to the Data Lead 

immediately. 

8.3 IT, Communications & Social Media 

Company communication channels, laptops, and networks are provided for business purposes. 

While minimal personal use is acceptable, it must not interfere with duties. Employees must not post 

content on personal social media accounts that brings the company into disrepute or violates 

confidentiality. 

8.4 Business Compliance: Digital Rights & AI Disclosure 

Mandatory AI & Automated Disclosure: The company enforces strict transparency regarding 

algorithmic tracking. The business must explicitly disclose to candidates and employees if Artificial 

Intelligence or automated tools are utilized for recruitment screening, video interviews, or ongoing 

performance evaluations. All personnel retain an absolute right to a full human review of any 
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automated decision; bypassing this disclosure completely invalidates recruitment processing or 

capability actions. 

9. Resolving Problems (Discipline & Grievance) 

Our procedures are structured to mirror the ACAS Code of Practice, ensuring transparency, fairness, 

and the right of professional representation at every single stage. 

9.1 Grievance Procedure 

If you have an issue or complaint regarding your work, environment, or relationships at work, you 

should ideally raise it informally with your manager first. If the matter cannot be resolved informally, 

you may submit a formal written grievance to HR. A formal meeting will be organized to review your 

concerns, and you retain the right to be accompanied by a colleague or trade union representative. 

9.2 Disciplinary Procedure 

The disciplinary procedure is intended to help restore performance or conduct standards. For minor 

issues, informal counseling or coaching is preferred. Where formal actions are necessary,the 

following sequence applies: 

1. Investigation into the allegations or performance shortfalls. 

2. Formal Invitation detailing evidence and setting a hearing date. 

3. Disciplinary Hearing where you can state your case and present evidence. 

4. Outcome decision (ranging from Written Warning, Final Written Warning, up to Dismissal). 

Employees retain the formal right to appeal any disciplinary outcome within specified statutory 

timelines. 
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10. Employee Handbook Reference & Contacts 

This handbook is maintained by the Human Resources department. For queries regarding policies, 

adjustments, or updates, please contact the relevant business representative below: 

HR Department Contact: [Insert HR Email / Extension] 

Main Office Line: [Insert Phone Number] 

Head Office Address: [Insert Company Street Address] 

[Town/City, Postcode] 

Health & Safety Lead: [Insert Name / Contact] 

Data Protection Officer: [Insert Email / Contact] 
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11. Employee Declaration & Sign-off 

Please read the following statements carefully, sign and date this page, and return it to the Human 

Resources department within [e.g., 14 days] of your start date or the receipt of this updated 

handbook. 

Declaration Statement: 

• I confirm that I have received a copy of the [Company Name] Employee Handbook. 

• I understand that it is my professional responsibility to read, familiarize myself with, and follow 

the guidelines, operational procedures, and policies outlined within this document. 

• I acknowledge that the contents of this handbook (with the exception of core terms outlined in 

my individual Employment Contract) are non-contractual and may be updated or amended by 

the company from time to time to match legal developments. 

• I understand that compliance with the workplace standards, including but not limited to Anti-

Harassment, Data Protection (UK GDPR), Whistleblowing, and Professional Conduct, is an 

essential condition of my ongoing employment. 

  

Employee Printed Name: _____________________________________ 

Employee Signature: _____________________________________ 

Date Signed: _____________________________________ 

Job Title / Department: _____________________________________ 

(OFFICE USE – Please Scan and add to Personal File)  
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