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This book provides you with atemplate to create a company handbook for your employees. In purchasing
this electronic ebook you will be able to contact us and receive a .doc version for you to edit your company
details as necessary. We have made it as easy as possible. All parts that you need to edit to customise have
been marked in red.

The book contains the following:

Part 1 — Terms and Conditions of Employment
1. Contract of Employment
2. Personal Details

3. Pay

4. Overtime

5. Job Description

6. Probationary Period

7. Hours of Work

8. Break Entitlement

9. Notice Periods

10. Holidays

11. Public Holidays

12. Sickness

13. Pensions and Retirement
14. Special Leave

15. Statutory Time Off

16. Code of Conduct

17. Disciplinary Action

18. Handling Grievances
19. Capability

Part 2 — Company Policies and Procedures
1. Recruitment

2. Confidentiality

3. Maternity Leave and Maternity Pay

4. Paternity Leave and Paternity Pay

5. Adoption Leave and Adoption Pay

6. Parental Leave

7. Flexible Working

8. Time Off For Dependants

9. Expenses

10. Equa Opportunities

11. Valuing Diversity

12. Alcohol and Drug Abuse

13. Data Protection Policy

14. Internet Computers and Email Policies



15. Work Related Driving Policy
16. Health and Safety
17. Whistle blowing Policy
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From reader reviews:
Bertha Costa:

Often the book Employee Handbook 2016 Template has alot details on it. So when you check out this book
you can get alot of advantage. The book was published by the very famous author. This articles author
makes some research ahead of write this book. This particular book very easy to read you can find the point
easily after reading this article book.

Betty Edmond:

Areyou kind of stressful person, only have 10 or even 15 minute in your day to upgrading your mind
proficiency or thinking skill perhaps analytical thinking? Then you are experiencing problem with the book
in comparison with can satisfy your short space of time to read it because all this time you only find reserve
that need more time to be read. Employee Handbook 2016 Template can be your answer because it can be
read by you who have those short spare time problems.

Quentin Taylor:

This Employee Handbook 2016 Template is new way for you who has curiosity to ook for some information
because it relief your hunger of information. Getting deeper you in it getting knowledge more you know or
else you who still having bit of digest in reading this Employee Handbook 2016 Template can be the light
food for you because the information inside this specific book is easy to get simply by anyone. These books
acquireitself in the form which is reachable by anyone, yeah | mean in the e-book contact form. People who
think that in e-book form make them feel dleepy even dizzy this e-book is the answer. So you cannot find any
in reading areserve especialy this one. Y ou can find what you are looking for. It should be here for you
actually. So, don't missthe ideal Just read this e-book kind for your better life aswell as knowledge.

Preston Garza:

Y ou can obtain this Employee Handbook 2016 Template by go to the bookstore or Mall. Simply viewing or
reviewing it might to be your solve challenge if you get difficulties for ones knowledge. Kinds of this e-book
are various. Not only by means of written or printed but also can you enjoy this book by means of e-book. In
the modern eralike now, you just looking by your local mobile phone and searching what their problem.
Right now, choose your current ways to get more information about your guide. It is most important to
arrange you to ultimately make your knowledge are still update. Let's try to choose right ways for you.
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