
A new shape of lawyer

I started my own business four years ago and 
now have 10 people working for me, but I 

haven’t had time to think about contracts of 
employment, procedures and policies. Given 
that everyone knows their role and tends to 
get on with the job, do I still need to bother 

with the paperwork?
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The short answer is yes. Obviously you 
have legal obligations that you need to fulfil 
and you could find yourself in considerable 
difficulties if you do not abide by the law.

There is also the fact that more and more 
companies are choosing suppliers based on 

whether they’re up-to-date with employment legislation, so it pays 
to ensure all the relevant documents have been drafted.

The most important of these is the contract of employment. You 
are required to provide a basic statement of contract terms to a 
member of staff within two months of them starting. However, a more 
detailed contract allows you to add clauses to protect your business. 
These could include confidentiality obligations and restrictions on 
competing with your business after an employee leaves.

It is also important to make sure that you have an employee 
handbook in place. This is a good place to set down the standards 
of behaviour expected in the workplace and detail procedures that 
need to be followed.

The contents of a handbook will vary depending on the nature 
of your business, but will typically cover issues such as sickness 
absence, booking holiday, disciplinary and grievance proceedings, 
the employee dress code, equal opportunities, expenses claims, 
health and safety, anti-bribery, family friendly policies (maternity, 
paternity, adoption leave, shared paternity leave, flexible working 
requests), social media use and whistleblowing.

It is important to note that contracts and handbooks don’t have to 
be a headache for your business and will in fact provide certainty 
for you and those you employ.

The arrangements can also save time and money in the long 
run, providing protection from Employment Tribunal claims and 
often allowing greater flexibility, which will allow you to meet the 
changing needs of your business.

Hethertons offer a free employment law healthcheck.  
Call Jo or David on 01904 528 200 to arrange yours or  
email law@hethertons.co.uk


