EMPLOYEE HANDBOOK

	(Insert logo)		
Version 1 – last updated on 13 December 2022

This document and any associated advice are not intended to be comprehensive. The document and associated services are designed for you to be able to inform yourself generally, on common employment relations concepts and issues. 

The document has not been created in line with your specific needs, objectives or circumstances in mind and is not formal advice. Before you act or rely on our service, you should seek formal advice from an appropriately qualified practitioner. While we use reasonable effort to ensure the accuracy of documents, we do not represent, warrant, or guarantee its accuracy, currency or completeness (to the maximum extent permitted by law).  

This document must be transferred to your own letterhead, removing this disclaimer. 












1 Equal Opportunities and Anti-Discrimination
Statement of policy
(Insert Company) recognises that discrimination is unacceptable and, although equality of opportunity has been a long-standing feature of our practices and procedure, we have made the decision to adopt a formal equal opportunities policy.
Breaches of the policy will lead to disciplinary proceedings up to and including termination.
The aim of the policy is to ensure that no job applicant or employee is discriminated against either directly or indirectly on the grounds of age, disability, gender identity, marriage and civil partnership, pregnancy or maternity, breastfeeding, race, religion or belief, sex, sexual orientation or intersex status.
The policy will be communicated to all private contractors reminding them of their responsibilities in respect of equality of opportunity.
We will maintain a neutral workplace in which no employee or other worker feels under threat or intimidated.
Recruitment and selection
The recruitment and selection process is crucially important to any equal opportunities policy. We will endeavour through appropriate training to ensure that employees making selection and recruitment decisions will not discriminate, whether consciously or subconsciously, in making these decisions.
Promotion and advancement will be made on merit and all decisions relating to this will be made within the overall framework and principles of this policy.
We will adopt a consistent, non-discriminatory approach to the advertising of vacancies. We will not confine our recruitment to areas or media sources which provide only, or mainly, applicants of a particular group. All applicants who apply for jobs with us will receive fair treatment and will be considered solely on their ability to do the job.
All employees involved in the recruitment process will periodically review their selection criteria to ensure that they are related to the job requirements and do not unlawfully discriminate.
Short listing and interviewing will be carried out by more than one person where possible.
Interview questions will be related to the requirements of the job and will not be of a discriminatory nature.
Selection decisions will not be influenced by any perceived prejudices of other staff. All promotions will be in line with this policy.
Complaints procedure
We take allegations of discrimination seriously. If you believe that you have been the victim of discrimination, we encourage you to follow the grievance procedures outlined in the Employee Handbook. 

Acknowledgement
I hereby acknowledge that I have received the Equal Opportunities and Anti-Discrimination Policy. I further acknowledge that I have read, understand and agree to abide by the Equal Opportunities and Anti-Discrimination Policy.
Full name:
Signed:
Dated:
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