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This book provides you with a template 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. Equal 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:

Christopher Patterson:

What do you about book? It is not important along with you? Or just adding material if you want something
to explain what the ones you have problem? How about your extra time? Or are you busy person? If you
don't have spare time to complete others business, it is make one feel bored faster. And you have free time?
What did you do? Everybody has many questions above. They should answer that question mainly because
just their can do that will. It said that about book. Book is familiar on every person. Yes, it is suitable.
Because start from on kindergarten until university need this Employee Handbook 2016 Template to read.

Claudia Kelley:

Here thing why this particular Employee Handbook 2016 Template are different and trustworthy to be yours.
First of all examining a book is good nevertheless it depends in the content of computer which is the content
is as scrumptious as food or not. Employee Handbook 2016 Template giving you information deeper and in
different ways, you can find any guide out there but there is no publication that similar with Employee
Handbook 2016 Template. It gives you thrill reading through journey, its open up your own eyes about the
thing that will happened in the world which is perhaps can be happened around you. It is possible to bring
everywhere like in park your car, café, or even in your method home by train. For anyone who is having
difficulties in bringing the printed book maybe the form of Employee Handbook 2016 Template in e-book
can be your option.

Phyllis Wilder:

This Employee Handbook 2016 Template is great e-book for you because the content that is full of
information for you who have always deal with world and also have to make decision every minute. This
book reveal it facts accurately using great manage word or we can point out no rambling sentences included.
So if you are read the item hurriedly you can have whole info in it. Doesn't mean it only provides you with
straight forward sentences but tough core information with wonderful delivering sentences. Having
Employee Handbook 2016 Template in your hand like having the world in your arm, information in it is not
ridiculous 1. We can say that no publication that offer you world with ten or fifteen tiny right but this guide
already do that. So , this is good reading book. Hey there Mr. and Mrs. occupied do you still doubt this?

Meghan Drucker:

As we know that book is vital thing to add our information for everything. By a e-book we can know
everything you want. A book is a pair of written, printed, illustrated or blank sheet. Every year ended up
being exactly added. This e-book Employee Handbook 2016 Template was filled concerning science. Spend
your spare time to add your knowledge about your science competence. Some people has diverse feel when
they reading a new book. If you know how big advantage of a book, you can experience enjoy to read a e-
book. In the modern era like currently, many ways to get book that you wanted.
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