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Staff Handbook Guidelines
The Staff handbook is a effective way of providing employees with details of company benefits and an overview of the company’s employment policies and procedures. 

There is no legal requirement to produce a staff handbook but it can be provided to the employee in addition to the employment contract or written Statement of Terms and Conditions of Employment. 
The staff handbook should include items such as:

· Place of Work

· Probationary Period

· Hours of Work

· Working Time Regulations

· Non Attendance

· Other Employment 

· Salary and Pay

· Holidays

· Leave

· Maternity Leave and Pay

· Paternity Leave

· Parental Leave
· Sick Leave  - including notification, certification, extended or frequent absence and sick pay

· Other Leave - including Jury Service, Public Duties Leave, Time off for Dependants, Special Leave

· Disciplinary Rules and Procedure
· Grievance Procedure

· Retirement or Death of an Employee

· Pension Scheme

· Equal Opportunities Policy

· Health and Safety Policy – including VDU policies and eyesight tests

· Insurance – all companies that employ staff must have employer’s liability insurance and a copy of this must be displayed in the office.

· Staff Benefits

Please Note. It is important to ensure that you are kept up-to-date with changes in the law and that the staff handbook is updated to reflect these. 
The introduction to the handbook should state that ‘[Company] reserves the right to amend or alter the terms, conditions, policies, procedures and will advise staff accordingly’.

For more information, please see the ACAS website at www.acas.org.uk  or contact an employment law solicitor.
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