
Summary of contents to consider for 
Employee Handbook
Below is a series of headings that can be used to produce an employee handbook. This will allow you identify what is appropriate to your organisation – but don’t forget to ensure you are applying current legislation in your handbook.

N.B. The value of having a handbook is that these conditions can be changed without having to alter employees contracts which would be more complex. 

It is still good practice to consult with the staff when you produce a handbook or make any alterations in the future.

General

Terms and Conditions

Pay Intervals

Hours of Work

Staff Training 

Holiday Leave and Pay

Absence Due to Illness and Sick Pay

ABSENCE FROM WORK

EDICAL APPOINTMENTS & COMPASSIONATE LEAVE

Changes in Health

Parental leave & emergency family leave

FLEXIBLE WORKING

Pensions and Retirement

Termination of Employment

Travelling Expenses and SubsistencE

PAYMENT OF EXPENSES

EXPENDITURE ON BEHALF OF Fareham community action

Security Of Cash

AUTHORISATION TO sign on behalf of Fareham community action

cOMMUNICATIONS

FUNDRAISING

Smoking, Alcohol and other Substances 

Security of Employee’s Property  

RESPONSIBILITY FOR BUILDING SECURITY  

aCCIDENTS  

USE OF COMPUTERS AND INTERNET ACCESS AT WORK  

Work for other organisations

Membership of Outside Bodies

Disciplinary Procedure


Grievance Procedure


Equal Opportunities

CLIENT APPROACH

CONFIDENTIALITY

Health and Safety

PERSONAL VISITORS AND CALLERS, fAMILY & CHILDREN

BEVERAGES

Trades Union Membership

Data Protection Act

Appendix one : DISCIPLINARY PROCEDURE

APPENDIX Two : GRIEVANCE PROCEDURE
 


Useful Employment manual and information-

www.das.co.uk/employmentmanual.asp
www.lvsc.org.uk/Templates/information.asp?NodeID=96030&iPNID=90016&i2PNID=90165
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