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INTRODUCTION.

It can be said that your employees are your most valuable
assets, without them you cannot offer your customers the
level of service or product they expect and deserve. Which
means that without your employees you don’t have a
business. So it is better for you and your success if you know
how to hire, train and keep the right people for the job.

Welcome to the restaurantdoctoruk’s Human Resource
Management guide.
The aim of this guide is to give you the information you need
about creating, developing and keeping an effective
workforce.
We are going to cover the relevant aspects of Human
Resource Management and not bombard you with
terminology you do not need to know, we wi
will
ll keep it simple,
straightforward and based on your restaurant.
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IMPROVING YOUR PEOPLE SKILLS.
Just in case you weren’t aware of this, your staff are people
too! That’s right they have their own feelings, ambition, needs
and wants, and above a
all they also have rights.
The aim of this section is to identify and develop the skills
you require to best manage people under your supervision,
namely your workforce.
1. ASSERTIVENESS.
The main thing we should point out is we are not talking about being
dominant when we talk about assertiveness.
Assertiveness is being able to have faith in your own skills and the
judgements you make in order to have more control over situations
arising at work.
In order to make yourself more assertive you should:
1. Be Prepared.
Make sure you know all the facts and figures relating to your business,
then when you are making a decision you know you are right and
anyone who tries to oppose your decision is wrong. This will increase
your self-confidence.
You simply say ‘This
This decision has been thoroughly planned and it is the
correct course of action’.
2. Anticipate the reaction from others regarding your decision.
Some people may not like your idea or the decision you have made. You
must have faith in yourself and your abi
abilities,
lities, you have made the right
call, so you shouldG
3. Stick to your guns.
Don’t be aggressive or rude, be firm and don’t let anyone ‘talk you out of
it’.
You say ‘This is the decision I have made and I am going to stick with it’.
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G
DECISION MAKING
If you are going to manage an effective business you must be
able to make a decision. You could at some point have
numerous people awaiting a decision from you at any one
time; some of them will be urgent so you must believe in your
abilities.
If you are faced with making a decision and you know what is the best
course of action already, great, get on with it. If not, you should:

• Consider the issue you are faced with and assess its
urgency.
If you have to make a decision immediately without any
consideration
ideration of the consequences then go with what you know,
trust your instincts. Its not about being right or wrong, its about
doing what you feel is best under the circumstances.
If the issue does not require immediate action then you can go away
andG

• Evaluate
valuate which course of action is best.
Weigh up the pros and cons of each course of action until you
come to the best one.

• Inform people on your decision to clarify the course of
action required.
• Implement your course of action and monitor its
success.
If you need to re
re-evaluate
evaluate your course of action because it is not
actually effective enough then revise it, change it until it is right,
you are after all doing what you feel is the right thing.
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EFFECTIVE COMMUNICATION.
Communication is an essential factor of your business and its
success.
If you do not communicate your business will fail, simple.
You must become an effective communicator with your workforce; they
need to be informed of important changes you make, decisions you
make and any
y other factors that affect them or their roles and
responsibilities.

What is communication?
To put it simply, communication is the sending of information from one
person and the receiving of the information from another person. This
can be:
•
•
•

‘Upwards’ communication,
‘Downwards’ communication, or
‘Sideways’ communication.

Upwards
Communication
passed up from your
employees through
their supervisor to
you.

Downwards
Communication
passed from you down
to your employees
through their
supervisor
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Communication
between employees in
the same level or
position e.g. the Head
Chef, the Head Waiter
and the Head Barman.
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THE COMMUNICATION PROCESS.

In effect this is how a message gets from one person to another.

Contents

Sending

What it is you want to say.

How you get the message to
the person you want to
receive it

Receiving

Has the message been
delivered?

Understanding

Is the message understood?

Feedback

Responding to the message.

The above diagram represents all types of communication
from a conversation to letters, text messages and e
e--mails.
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That’s all well and good, butG
HOW DO I DECIDE ON THE METHOD OF COMMUNICATION?
Good point!
int! Well there are many methods of communication
that you can use, the most common ones are:
 Written
 Verbal
 Electronic
Written.
This just means that you display your message in written form, so you
would write a letter, send a memo, make a notice or a sign to get people
to see your message. This is a safe way to get people to receive your
message as you can measure the response.

Verbal.
This is where you personally tell people your message; examples are
meetings, briefings, conversations or general ch
chats.
ats. They are effective
because you know who received your message, although you may want
to back up your meeting or chat with a written record.

Electronic.
This is concerned with text messages and e
e-mails.
mails. They are quick and
are sent instantly, but that doesn’t necessarily mean they have been
received or understood.
Choosing the appropriate method of communication for a certain type of
message is important. To highlight this consider the following, would
you give someone a warning via text message or co
conduct
nduct a training
session in a letter.
You have to decide what type of communication best suits what it is
you’re saying.
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CONSTRUCTIVE CRITICISM.

Constructive criticism is where you offer honest feedback to
somebody about something, usual
usually
ly on how they can improve
something. Hence the use of the word constructive, the idea
is not to be downright nasty, but to offer your opinion on what
is actually wrong and how it can be improved.
A good example of this is a judge in a talent show, they allow
a
the contestant to perform and offer their honest, professional
opinion on the contestants performance and offer tips on how
they can improve.
You should do this with your employees, don’t just say what
they are doing is rubbish, tell them the strong points of what
it is they have done, then offer them advice and pointers on
how it can be improved.
Similarly you must see any constructive criticism as positive
feedback that you can use to improve what it is you had done
wrong.
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DELEGATION.
Is the passing down of jobs or tasks to somebody else.
This is done to save you time, because you can’t be bothered
to do it, you can’t do the job properly, or you just want to
develop a member of your staff so you give them the extra
responsibility.
There are benefits to delegation, the main one is that if you
hand some of your workload down to somebody else it frees
up some of your time so you can attend to more important
jobs that need doing.
The problems with delegation are:
• You may not trust anyone enough to do the job to the
required standard.
• You could delegate a job/task to somebody and they do
not complete it thoroughly.
• You get complaints from the person about the increased
workload.

You will have to decide if you need to delegat
delegate
e any of your
tasks to a member of your staff so that you can either develop
them or you just want to concentrate on more important
issues and leave the boring stuff to somebody else!
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WHAT IS HUMAN RESOURCE MANAGEMENT?
Human Resource Manageme
Management
nt is all about staff and utilising
them as an asset!
It describes what you should do to attract the right people for
the job, train and develop them once they work for you, how
you keep them in your employment and how you should treat
them while they wo
work for you.
Firstly, let us illustrate your human resource strategy as a
simple diagram, so you can visualise the areas you need to
consider, then we can describe each step in more detail.

Step 1.

Step 2.
RESEARCHING &
RESOURCING
(Attracting & employing)

HR PLANNING
(Who? What? Why?

Step 6.
WHEN DO YOU HAVE TO
GET INVOLVED?

Step 3.
THE
LAW

Step 5.

MANAGING
PERFORMANCE

Step 4.

RETAINING
STAFF
(Keeping them)
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HUMAN RESOURCE PLANNI
PLANNING.

Why is human resource planning important?
The simple answer to this is it helps you to realise your
staffing needs, from experience required to specific tasks and
duties that will be performed.

Isn’t that a little bit complicated for a rrestaurant?
No, you have staff requirements; you have positions in your
restaurant that require specific experience and training.

I don’t need to attract the best people though; I can train
them on the job.
Of course you can, but do you have the ttime,
ime, money and the
knowledge required to train a new head chef, head waiter/ess,
head bar person? While you are trying to do all the other jobs
you have to do.
Just employing the first person that applies for a job is only
good for filling your immediate need of getting an extra pair of
hands. In the long run you will probably find that they realise
that your restaurant isn’t the place for them and they aren’t
the person you expected, and they will leave, meaning you are
back at square one.
If you want to
o get professional, well trained, reliable people to
come and work for you then you need to plan your human
resources requirements carefully.
It will be worth the time and effort (and the investment) in the
long term, and you will definitely realise the b
benefits.
enefits.
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What are your requirements and who are you going to get?

This is all about the staffing requirements your restaurant has
to operate efficiently and effectively.
The areas you need to consider here are:

fill?
• What vacancy do you need to fil
Has a key member of your staff left? Or has one of your part-time
part
staff left?

• Do you really need to replace somebody or can you
share the responsibility between other staff?
Do you have a supervisor who could handle the extra
responsibility? Or do you have a part-time
time member of staff who
would like more hours?

• What duties need performing?
Are the duties labour
labour-intensive
intensive just requiring more staff or are
they specific tasks that can need to be done by the person in a
certain position?

• What knowledge/exp
knowledge/experience/training
erience/training is required to do
the job effectively and efficiently?
Is a specific qualification required such as a personal license? Or
a certain level of experience required such as a time served head
chef or headwaiter? Does any of your existing staf
stafff have the
training/experience/qualifications to do the job effectively?

• What times are they required and how many hours work
are available?
Is the position full or part
part-time?
time? What hours is the successful
candidate expected to work? All this will affect tthe
he number of
applications you would receive for a position.

• How much can you afford to pay?
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Determining what your requirements are and who you require
to meet them requirements will save you a lot of time, money
and hassle.

RESEARCHING AND RESOURCI
RESOURCING
NG YOUR CANDIDATES.
Once you have defined your requirements, and who you need
to fill them, you will need to plan how you are you going to
attract and accept suitable candidates to fill the position.
There are various things you should be aware of here, they
will all give you a better understanding of the importance of
attracting the right person for the job.
1. Writing your job advert.
A successful job advert will include the following information:
•
•
•
•
•
•

Your Business Name & Contact Details.
The Job You Are Offering (E.g. Sous Chef, part--time
waiter/ess)
A Brief Description Of The Required Duties.
If You Require Experience Or Not.
Some Information On Pay And Benefits.
If Space Permits It Some Information On Development
Opportunities.

2. Placing the advert.
It is important that you place your advert where the potential ideal
candidate will see it and respond to it. You need to consider the
following when placing an advert:
•
•
•

•

Are you looking for someone local? If so the local
newspaper job section will be a good place to advertise?
Try not to put an advert in your own window; this looks bad
from a customer’s point of view.
Can you place an advert with an Internet employment
search service? Or an industry specific website such as
Caterer.com?
How much can you affor
afford?
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3. Interviewing suitable candidates.
It is good practice that you always hold an interview for a
prospective candidate, this is because:
•
•
•
•
•
•
•

You can tell them in more detail about what is expected
from them.
You can tell them more information about the position.
You can discuss the benefits and developments
opportunities you offer.
You can assess their personality and suitability for the
position.
You can let them ask you any questions they feel they need
to find the answers to.
You can assess their appearance (are they smart, tidy and
well groomed?).
If you haven’t already seen it, you can inspect their CV and
ask questions about their previous employment.

4. Selecting the ideal candidate.
If you are drawn between two or more prospective candidates
then
hen you can either hold 2nd interviews and ask further questions
and assess each one further, or you can compare their CV’s and
the notes you made about them during their interviews.
If you list their individual strengths and weaknesses relating to
your workplace
orkplace and the position your want to offer them then it
will be easier to select one. The things you may want to list could
be:
•
•
•
•

Their experience
Their appearance.
Their personality and attitude.
How long they remain with an employer.

You may find that one of the candidates was very friendly but had
less experience, however you feel that they would be very suitable
for your individual restaurant and existing employees so you
decide it is better to have them as you can develop their skills
yourself.
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Ultimately
mately this is up to you, it is your business and you will have
your own preferences.

5. Send the unsuccessful candidate(s) a regret letter.
For a sample of a regret letter visit www.restaurantdoctoruk.co.uk
toruk.co.uk

6. Make an offer.
Send the successful candidate an offer letter detailing information
such as salary, start date, and any other information you feel you
want to include that is relevant.
For a sample of an offer letter visit www.restaurantdoctoruk.co.uk

7. Prepare a contract of employment.
For a sample of a contract of employment visit www.restaurantdoctoruk.co.uk

8. Conduct an induction.
The purpose
urpose of the induction is to formally introduce the new
employee to the business and detail their job requirements fully.
For a sample of an induction programme, new starter forms and a staff
handbook template visit www.restaurantdoctoruk.co.uk

9. Setting approbation period.
You should set a recommended probation period of 3 months
from the date the employment commenced; this should be made
aware to the employee (in writing or the contract).
The reason you set a probation period is so that you can monitor
the new employees performance and if it not as you would have
expected and they are not suitable you can legally terminate their
employment. (As long as it is within the probation period).
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MANAGING AND ASSESSING EMPLOYEE PERFORMANCE.
Assessing the performance of your employees is a very
important factor of your human resource strategy. By
identifying your employee’s personal strengths and
weaknesses you can decide upon the most approp
appropriate
riate
training and development for them.
We use a technique known as an ‘appraisal’ for assessing
performance against a range of different job related criteria.
There are two types of appraisals you can utilise, the one you
do and the one you can ask you
yourr employee to do. The
purpose of getting your employee to complete a self appraisal
is you get their honest opinion on their own abilities and
weaknesses and then you can compare the two to see how
similar they are, and create a training plan best suited to
t the
individual requirements of your employee.
The criteria you should include in an appraisal form are:









The level of skill the employee possesses.
The knowledge the employee possesses.
The effort they put in.
The quality of the employees work.
The dependability
ndability of the employee.
The punctuality of the employee.
How much initiative they show.
The commitment to teamwork and customer care.

appraisal should include these points too, although
The self-appraisal
you should invite the employee to discuss their own plans for
the future, what they enjoy and dislike about their position
and any training they feel they would benefit from.
Once you can identify where your employees need some
further training or to develop their responsibilities you should
prepare your training
ng plan.
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For a sample of an appraisal form visit www.restaurantdoctoruk.co.uk

DEVELOPING AND TRAINING YOUR EMPLOYEES.
The title speaks for itself! In order to create an efficient and
effective workforce
rkforce you need to ensure that they all know how
to do their jobs properly and also any other relevant
information they should have a working knowledge of.
Developing your workforce can be something such as
offering them a more advanced level of trainin
training
g than is
actually required of them, to give them a better understanding
of the individual tasks they perform, or to offer them more
responsibility and promotion.
The benefits of training and developing your workforce are enormous.
To have well-trained
trained an
and
d developed staff means that you have
professional, knowledgeable, efficient people dealing with your
business activities and customers, this in turn means you spend less
time and money on employing new people and your customers receive
better service and products.

REMEMBER, training your staff is in investing in their and
also, your own, success.
So how do you provide training?
There are two ways of providing training, we will call them:
 In-House (You conduct the training)
 Out-Of-House
House (Somebody else provides the training for you)
There are costs and benefits to each type, but depending upon what
your training requirements are, the majority of work
work-based
based training is inin
house. The areas where you will have to involve an independent training
provider is
s for the subjects that award you a recognised qualification for
successful completion such as:






Licensing.
First Aid.
Health & Safety.
Food Hygiene.
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Although you can provide your employees with training in the areas
mentioned yourself, they just won’t re
receive
ceive a recognised qualification at
the end. (It is always best, and in many cases the law, to have independent
specialists provide some of the training for you).

PLANNING A TRAINING SESSION.
Properly planning and preparing a training session is impor
important
tant as you
need to appreciate that you are in effect becoming a teacher and the
purpose of the training is so that your employees can learn and
understand what it is you are telling them
them.

We believe you should follow the steps below each time you
are planning
nning to train your employees:
Step 1. Gather all the information you require to back up/highlight
what you are teaching people. This could be relevant statistics,
facts on the subject you are discussing or specific definitions
associated with the subject
subject.

Step 2. Create or collect any visual aides you may require. This
could be a video or some slides that highlight certain aspects of the
subject, or a graph or flow chart you have prepared.
b
Step 3. Select the location of the training. This is important because
you want the right atmosphere for learning. If you are giving a
presentation and require your staff to partake in a test then a
classroom style feel is required, whereas if you are doing on the job
training then the dining room or kitchen is require
required.
d. Or if you are
conducting a one to one job chat a quiet corner or your office will be
fine.

Step 4. Decide upon the most effective method of delivery. This is
how you train your staff; we will discuss this in more detail in the
next section.

Step 5. Make
ke a record of the training. You must do this to keep a legal
record proving you have provided the training for your employees
for insurance/legal purposes. Also you then know when you
conducted the training and who attended for the purposes of rere
training.

Step 6. Decide how you are going to monitor the success of the
training session. You should do this to determine how successful
the training was and whether or not your employees understood
what you were telling them, you can offer your support and

 2009 Daniel J Franks.
ranks. All rights reserved.

19

assistance
stance to develop the training you provided and ensure that your
employee fully understands the subject.

METHODS OF DELIVERING TRAINING.
This is how you train people; different subjects require
different methods of delivery if they are going to be
understood properly by your staff.
The types of training you should use for training your staff
are:


One-On-One
One Sessions. These are for when only an
individual requires some training; they are very effective as
the session is interactive so the employee can ask questions
on the specific material they do not understand.



Group Sessions. These are for when you need to show a
number of people the same information or techniques, so to
save time and resources you conduct a group training
session.



Role Play. The purpose of role-play
play is to put the techniques
you have learned into practice so you fully appreciate and
understand the how you do a certain task. It can also be a
good team--building
building exercise as you get all your staff
involved.



Presentations/Discussio
Presentations/Discussions/Demonstrations.
ns/Demonstrations. Are the
ways you present the information you want your employees
to learn. They are mainly for the passing of specific
information to employees.

So which subjects require which method?
One Sessions. These are best for coaching
• One-On-One
individuals on specific areas.

• Group Sessions. General areas of training for when a number
of employees require the same training.

• Role Play. This is useful when conducting customer care &
service training.
 2009 Daniel J Franks.
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•

Presentations/Discussions/Demonstrations. These
Thes are for
conducting training in specific areas like fire, health & safety etc.

KEEPING (RETAINING) YOUR EMPLOYEES.
It is very important that once you have trained your staff up to
the required level and developed their skills, you then
concentrate on keeping them in your employ.
Shouldn’t they want to stay anyway?
Many people have their own ambitions and expectations with their lives
and will want to better themselves sooner or later. Unfortunately if you
do not own a large company comprising of 20+ restaurants you will be
unable to offer your employees good prospects for promotion, so
naturally they will seek employment elsewhere when they are ready.
Until that day comes, you will need to keep them for as long as you can,
this again is because iitt saves you time and money in replacing and
re-training
training and also it keeps your standards consistent for your
customers.

Retaining your staff is beneficial to you!
So how do I retain my staff?
First of all let us have a look at the needs of our staff, remember they are
people too!
If we can break down into groups the needs our employees have, then it
will be easier to determine what we can do to meet them, and in turn
how we can retain them.
In the 1950’s a man named ‘Abraham Maslow’ conducted some research
on motivation of employees and created what is known as the ‘hierarchy
of needs’. What this is concerned with is the different needs we have
and their importance in our lives and in our motivation in employment.
Our interpretation of Maslow’
Maslow’s Hierarchy is shown below:
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SELFFULFILLMENT
NEEDS

SELF-ESTEEM
NEEDS
GROUP NEEDS

SECURITY NEEDS

BASIC NEEDS

NEED
BASIC NEEDS

SECURITY NEEDS

GROUP NEEDS

SELF-ESTEEM
NEEDS

EXAMPLES

IMPORTANCE

LOWER.
We expect these
things as a minimum
from our salary.
HIGH.
LOW.
• Job Security
We must have
We expect these as
• Safety at Work
these to carry out
standard elements of
• Sick Pay
our basic duties.
any job we have.
MEDIUM.
MEDIUM.
• Sense of love
People want to
o feel We would like to have
• Sense of belonging
like part of a group. this to enhance our
• Affection/Acceptance
job satisfaction.
LOW.
HIGH.
• Respect
We have a desire to We feel important
therefore we try to
be recognised for
• Praise
achieve more and tend
our talent, ability
• To be noticed
and achievements. to stay in our jobs.

• FOOD
• SHELTER
• CLOTHING

HIGHER.
We must have
these to survive.

MOTIVATION
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SELFFULFILLMENT
NEEDS

• Job Satisfaction
• Creativity
• Development

LOWER.
This is when our
talents and abilities
are fully utilised
and we are 100%
satisfied.

HIGHER.
If we feel our talents
are needed and
utilised we are very
motivated and likely to
stay for a long time.

Which needs do you fulfil for your employees?
You may believe that your employees’ needs are all met by
working for you, you will most probably be wrong
unfortunately.
Everybody
ody is different, some people will be content with the same wage
with the same job and in the same place for their entire working life,
others will want more and will move on after a few years unless you can
fulfil their needs, which is harder than it may sound.

Below is a table of the needs your employees have and the criteria you
would have to meet to fulfil those needs.

Need

What you need to provide

BASIC NEEDS

A fair salary, wage for the time and
service of the employee.

SECURITY NEEDS

GROUP NEEDS

SELF-ESTEEM
ESTEEM NEEDS

SELF-FULFILLMENT
FULFILLMENT NEEDS

fe & secure environment.
A safe

Create a friendly, team--orientated
environment where your
employees feel part of a group.

Recognise your employee’s
abilities and achievements. An
employee of the month scheme is great
for this.

Allow your employees to give
ideas, allow them to develop and
progress in your business, either
with more responsibilities or
involvement. Make them feel
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involved and wanted.

How to motivate your employees.
Generally
ly providing for your employees needs will be enough to
motivate them, but to really motivate them and get the best results from
them we recommend you consider the following.

 People like a good reputation.
 People respond well to incentives.
 People work to promote themselves and their career.
We can shorten this into 3 motivating factors of:
 Reputation.
 Incentive.
 Promotion.

If you can provide for all 3 you can guarantee your employees
will be motivated and give you their best efforts.
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Understanding The R.I.P. Factor.
• Reputation.
Creating a reputation for your employees isn’t necessarily a difficult
task. If you consider what a reputation actually is you will discover that
it is a type of ‘label’ you have, or the o
opinion
pinion others have about you. As
with most opinions this can be good or bad, but for motivation purposes
we need to concentrate on a positive reputation really don’t we?!
How do I create a good reputation for an employee?
The way to do this is by recogn
recognising
ising their achievements and abilities.
There are many ways to do this, but the goal must be to let all your other
employees (and customers) know you are impressed with an
individual’s performance or achievement so that they too see the
individual’s achievements
ements and abilities.

• Incentive.
Introducing an incentive is simple and straightforward, and the benefits
are great. An incentive is offering something extra other than wages for
a certain achievement. It gives your employees something else to work
towards,
ds, and motivates them to work harder as a result.
What incentives can I offer my employees?
The main type of incentive is a bonus, and you can offer bonuses for
various things from time keeping & attendance to performance and level
of training. You could
ld offer a monetary bonus for when an employee has
passed all of your in house training programmes, or pay them a higher
hourly rate. Say you set a sales target for selling liqueur coffees; you
can offer a bonus for the person who sells the most over a month.
mon
The purpose of the incentive is to give your employees something to
work towards and then reward them for getting there.

• Promotion.
This is simple; if an employee can reach a certain level of ability and
training then you could offer them the chance to progress within your
business, if there is the opportunity available of course.
What can I do to promote somebody?
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If you want to reward a consistently good member of staff who has the
ability to offer their skills to others then you can give them more
m
responsibility and a title to go with the extra responsibility. You can
create a supervisory or a management position for them.

THE LAW.
It goes without saying that understanding the law relating to employing
people should be something you make a p
priority
riority if you are to be
successful. Even if you only employ one person you should be aware of
the laws affecting their rights.
We will highlight what is required from you as an employer and what is
required from your employees, and the relevant law relat
relating
ing to it. We
know the law is boring but it is there for everyone’s benefit so we will
keep this section brief but informative.
What are your responsibilities?
•

The Employment Rights Act 1996 (and any amendments).

This Act highlighted the statutory righ
rights
ts of employees, these are:
•

Time off work.

Employees are entitled to time off work, including time off to undertake
certain activities/responsibilities they may have, these are:







•

Holidays.
Public Duties.
Trade Union Activities.
For Sickness.
Maternity & Paternity Leave.
For Bereavements.

Maternity Rights.

All pregnant women are entitled to 14 weeks leave after the eleventh
week before the expected arrival date of their child, regardless of their
length of service with the employer.
•

Notice of Terminati
Termination Of Employment.

If someone has been employed continuously for one month then the
employer is required to give him or her:




If less than 2 years’ continuous service then no less than one week’s
notice.
For each continuous year’s service after 2 years bu
butt less than 12 years,
then one week for each year is required.
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No less than 12 weeks’ notice if the employment has been continuous for
12 years or more. (Unless the employee has been given a fixed term contract).
 Employees must give their employers one week’ notice if they have been
employed continuously for one month or longer, although the length of
notice does not increase as the length of service increases.

A main component of this act was the terms and conditions of
employment for the employees (no
(normally
rmally included in the contract of
employment or a staff handbook). It stated that certain terms and
conditions and information relating to the employment must be in
writing for the employee, these are:
•
•
•
•
•
•
•
•
•
•

The name of the employer and the employee.
The job title.
The hours to be worked, including any overtime.
Rate of/scale of pay and when this is paid.
The location of the job.
Grievance/disciplinary procedures.
The date of commencement of the employment.
Details of holiday entitlement & pay.
Details of sick pay.
Length of notice of termination required from employee and
employer.

These were the main points to be included, but it is also acceptable to
include other terms and conditions, so long as they are legal of course.
The types of other terms and conditi
conditions
ons you could include are:
•
•
•
•
•
•

That the employer can change the terms of contract under certain
circumstances.
The right to search an employee.
Confidentiality clause relating to company profits, operation,
inventions and customers.
Intellectual property clau
clause,
se, saying anything created or invented
during company time is the property of the company.
A dress code.
Providing meals on duty.

• The Working Time Regulation 1998.
This is concerned with how many hours employees can work each week
and what rest they are entitled to.

 Unless they opt out, employees are not permitted to work more
than 48 hours a week. (Over an average of 17 weeks)
 Adult employees must have a rest period of at least 11 hours in
each 24-hour
hour period. (Over an average of 17 weeks)
 Adult employees
ees must have at least 24
24-hours
hours rest in a 7-day
7
period.
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 Appropriate breaks must be allowed depending on the number of
consecutive hours worked. E.g. 20 minutes for every 4 hours
worked consecutively.
•

The Health and Safety At Work Act 1974 (and amendments/additions).
amendmen

The purpose of this law was to ensure that workplaces were safe and
employers were obliged to create a safe environment for all employees,
visitors and customers within their premises (On their land also) so far
as is reasonably possible. T
The main areas are:

 Employees’ health, safety & welfare are protected whilst they










are at work.
Entrances and exits are safe.
All hazardous/dangerous chemicals are safely stored, handled
and transported.
Equipment is maintained and inspected.
Protective clo
clothing must be provided if required.
The employer must provide information, training and
supervision on health & safety matters.
The employer must ensure certain facilities are also available
for employees. (Such as changing rooms, toilets, sanitary
conveniences,
ences, drinking water and a rest area)
Risk assessments relating to the employee’s tasks are carried
out.
Employees must also show care for the health, safety and
welfare of others.
Control of Substances Hazardous to Health (C.O.S.H.H.)
Ensures safety in
information
formation is displayed on the labels of
hazardous/dangerous substances, and they are used, handled
and stored correctly and safely.

 Reporting of Injuries, Diseases, and Dangerous Occurrences
regulations (RIDDOR)
This is the reporting of such things, whi
which
ch could affect the
health or/and safety of others, as a preventative measure.

 Health and Safety First Aid Regulations.
This stated that each workplace should have someone who
was trained in first aid procedures, and the provision of first
aid boxes.
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• The Equal Pay Act 1970 (and amendments)
The main purpose of this Act was to establish that women who do the
same job, as a man should be paid the same wage, and should not
receive less wages just because of her gender.

• The Sex Discrimination Ac
Act 1975
The main purpose of this Act was to ensure that women received the
same opportunities as men in areas such as selection, training &
development, the provision of benefits & facilities and progression. In
short its purpose was to create equality in the treatment of men and
women at work.

• The Race Relations Act 1976
The main purpose of this Act was to ensure that members of racial
minority groups were not treated any differently to other people just
because of their nationality or religious belief
beliefs.
s. They should, by law,
receive the same opportunities of selection, training & development, the
provision of benefits & facilities and progression as anybody else.

• The Disability Discrimination Act 1995
The purpose of this Act was to ensure that disabl
disabled
ed people were not
treated any differently to any other person if they possessed the
relevant skills to perform the job just because of their disability, and that
the employer must make changes to the workplace so that they are not
disadvantaged. In effect this act gives disabled people the same rights
of selection, training & development, the provision of benefits &
facilities and progression as any other employee.
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ENDING THE EMPLOYMENT.
This is when either yourself or your employee terminates the
contract of employment.
In this section we will look at the different ways of and
reasons for ending contracts of employments.
• Fair Dismissal.
Fair dismissal is when it is acceptable and lawful for an employer to end
the contract of employment, alt
although
hough in the eyes of the law fairness is
determined in two stages, which are ‘potentially fair’ and ‘actually fair’.
Potentially fair dismissal can be highlighted by the following
circumstances:
•
•
•
•

Lack Of Capability or Qualifications.
Misconduct.
Redundanc
Redundancy.
Or some other reasonable circumstance.

Lack of capability or qualifications is when the employee does not
possess the right skills or qualifications to safely and effectively
perform the duties required. Mainly this is when people lie about their
qualifications
fications or experience in order to get a job.
Misconduct is when an employee’s behaviour is unacceptable for the
workplace, in such areas as criminal acts, continued and unauthorised
absences, disobedience and insubordination.
Redundancy is when the emp
employee’s
loyee’s job no longer exists, either through
a business ceasing trading or downsizing etc.
Some other reasonable circumstance can be any other topic which
could be deemed as fair, such as when an employee’s relative has a
business in competition with the one they are employed in. It is a matter
of confidentiality and security for the employee to remain in
employment.
Once this has been determined it must be determined whether the
dismissal is fair under the circumstances. What this means is whether
the dismissal
smissal was made under reasonable circumstances
circumstances-do
do you have
proof? Were there enough warnings given to the employee? Was the
correct level of training given? Etc.
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• Unfair Dismissal
Unfair dismissal is any dismissal, which is deemed as unfair. This can
be for a variety of reasons, but mainly because the employer did not
have grounds to dismiss the employee. A straightforward unfair
dismissal would be to dismiss somebody for stealing when there was no
evidence or investigation. Or to sack somebody bef
before
ore the correct
disciplinary procedures were carried out.

What is classed as automatically Unfair Dismissal?
You should make sure you know the following and never dismiss
anybody for these reasons:
•
•
•
•

Dismissal because somebody is pregnant.
Dismissal because
ause somebody is a member of a trade union.
Dismissal due to the transfer of ownership of the business.
Dismissal because of a previous conviction which the employee
has served time for.

• Constructive Dismissal
Constructive dismissal is when an employee is forced to leave their
employment by their employer, in such a manner that their behaviour is
detrimental to the conditions of employment and contradictory to the
employee’s contract of employment. Examples are physical abuse,
reduction of pay, signific
significant
ant & permanent changes in duties, demotion
or a change in location of work.
However a slight change or slightly late payment of wages is NOT
classed as constructive dismissal.

• Wrongful Dismissal
Wrongful dismissal is concerned with breaches in contrac
contractt causing the
termination of contract, such as insufficient notice of termination or a
breach in any clause or agreement in the contract of employment by the
employer.
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How can employees end the contract of employment?
There are 3 main ways an employee can end their contract of
employment, these are:

• Resignation.
• Retirement.
• Quitting.
They are simple in their own terms, but retirement is
inevitable, when your employee’s reach a certain age they can
end their contract of employment, although if you are happy
to employ them after their retirement age and they wish to
remain in service then this is fine, although you can change
the terms and conditions of employment in a new contract of
employment.
Resignation, when it is the employee’s perso
personal
nal choice to do
so, is straightforward, although they are required to give you
one week’s notice in writing when resigning if they have been
employed by you for 4 weeks continuous service. The
purpose of resigning is to inform you of their intention to
leave
ave your employment and the date, which the contract will
end.
Quitting is annoying yet in some cases and industries
expected, this is when the employee simply leaves without
giving notice and doesn’t return.
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DISCIPLINARIES
e intended to inform an employee of their
Disciplinaries are
wrongdoings, not necessarily mistakes, but when they have
breached a term or condition of their contract, a workplace
rule or even legal requirements.
Their purpose is to ensure the smooth operation, safety and control
co
of
the workplace by setting boundaries for behaviour.

They are arranged into different levels of severity to cover the range of
employees’ wrongdoings, these are:

POOR WORK
PERFORMANCE,
ATTENDANCE OR CONDUCT

VERBAL WARNING

REPEATED POOR
PERFORMANCE, CONDUCT,
ATTENDANCE.

1ST WRITTEN WARNING

CONTINUED POOR
PERFORMANCE, CONDUCT,
ST
ATTENDANCE. 1 SERIOUS
OFFENCES (SERIOUS
MISCONDUCT)

FINAL WRITTEN
WARNING

CONTINUED POOR
PERFORMANCE, CONDUCT,
ATTENDANCE OR
BEHAVIOUR COUNTING AS
GROSS-MISCONDUCT.

DISMISSAL
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What are the examples of misconduct / serious
misconduct?
Offences, which qualify as misconduct, are:
• Regular poor timekeeping.
• Insubordination (rude, uncooperative or abusive behaviour)
• Poor performance of duties.
Offences, which qualify as serious misconduct, are:
•
•
•
•
•

Unauthorised absence
absences for long periods.
Disclosure of confidential information.
Careless use of company property resulting in damage.
Breaching safety regulations.
Continued insubordination.

What are the examples of gross
gross-misconduct?
Offences, which qualify as gross
gross-misconduct, are:
•
•
•
•
•
•
•
•
•
•

Theft of company property.
Fraud.
Serious insubordination.
Endangering the safety of another employee.
Physical violence.
Being under the influence of drink or drugs whilst on
duty.
Serious negligence, which causes the loss, theft or
damage to
o company property.
Serious breach of health and safety regulations.
Arson.
Bullying, harassment or discrimination of
colleagues/customers.

For behaviour amounting to gross
gross-misconduct
misconduct the procedures of
issuing verbal and written warnings is not adhered to due to the serious
nature of the offence, and an investigation into the allegations is
launched as to whether the employee’s employment should be
terminated or not. Usually the employee under investigation is
suspended on full pay while the investigation is carried out.
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CONCLUSION.
Managing your employees ethically, effectively and legally is
no easy responsibility, but with the information we have
included in this guide you will now have a much clearer idea
of what you need to do to provide, deve
develop
lop and care for your
employees, and keep your business operating smoothly and
efficiently.
Some of the information in this guide can be displayed
separately to create awareness and reminders for your
employees so that everybody knows where they stand.

For more useful guides and manuals please visit:
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