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SUMMARY

A review of all HR Policy and Procedures has been undertaken in line with the Council’s 
new and ambitious Corporate Strategy. To support the adoption of new ways of working 
an Employee Handbook has been produced for use across the Council.

mailto:e.pepper@southkesteven.gov.uk
mailto:l.sirdifield@southkesteven.gov.uk
mailto:debbie.muddimer@southkesteven.gov.uk


RECOMMENDATION

It is recommended that the Employment Committee review and adopt the Employee 
Handbook.

1. BACKGROUND TO REPORT

1.1 With the introduction of the Councils ambitious new Corporate Strategy and the 
adoption of new ways of working, it was recognised that a number of HR 
Policies and Procedures were in need of a refresh.  

1.2 Also, there was some evidence of duplication within the procedures, an 
inconsistent Appeals Process and the need to streamline all policies in line with 
the Advisory, Conciliation and Arbitration Service (ACAS) guidance.  The 
Employee Staff Survey also identified that there was an inconsistent approach 
to the use and understanding of HR Policy and Procedure by some line 
managers within the organisation.

1.3 The Council therefore engaged the services of Kealey HR to undertake a 
review of all HR Policies and Procedures, in line with current legislation.

1.4 Kealey HR have developed an easy to use Employee Handbook, with 
accompanying fact sheets, letters and forms that will help to ensure 
consistency in approach. It will enable all line managers and officers to adopt a 
“self serve” approach to using the policies and procedures.  The handbook also 
provides staff with the information they will need as an employee of South 
Kesteven District Council, its business philosophy and its services.

1.5 The handbook has been organised into three main sections:

Beginning Employment
In this section, employees will find everything they need to know about starting 
employment with us, including what documentation we need from them in order 
to start their employment as smoothly as possible.

During Employment
In this section, employees will find information about their benefits, terms and 
conditions. It provides information about our employment policies and 
procedures.

Ending Employment
This section provides information on what employees need to do, should they 
leave SKDC.

1.6 Where appropriate ”handbook factsheets” are referred to. These provide more 
comprehensive information on particular aspects of employment.  Employment 
forms for completion by the employee are also referred to in each section 
where appropriate. The forms ensure we obtain all the information we need in a 
consistent, standardised way.



1.7 Union colleagues where consulted with through a number of Joint Staff 
Consultative Committees. This provided the opportunity to review, comment 
and feedback.

1.8 Once the Employee Handbook has been adopted, it will be communicated to all 
Managers/Employees across the organisation.  The handbook, factsheets and 
forms will be available on the Councils internal web site and hard copies will be 
made available to those without regular access.

1.9 Training and Development will also be rolled out to all line managers with 
regard to usage and consistency of approach on key policies to enable them to 
manage all aspects of employee performance effectively.

2. OTHER OPTIONS CONSIDERED

2.1 No other options were considered.

3. RESOURCE IMPLICATIONS

3.1 The Human Resources team will be required to promote the new handbook and 
train line managers on its use. This can be managed within the existing 
resources within the HR Team.

4. RISK AND MITIGATION

4.1 There are no significant risk implications associated with the proposals above.

5. ISSUES ARISING FROM IMPACT ANALYSIS (EQUALITY, SAFEGUARDING
etc.)

5.1 Any decision made will impact all staff equally.

6. CRIME AND DISORDER IMPLICATIONS

6.1 There are no crime and disorder implications associated with the proposals.

7. COMMENTS OF FINANCIAL SERVICES

7.1 There are no direct financial implications arising from the adoption of the 
Employee Handbook

8. COMMENTS OF LEGAL AND DEMOCRATIC SERVICES

8.1 The employment Committee discharges the Council’s functions under Section 
112 of the Local Government Act 1972 which have not otherwise been 
delegated, specifically matters defined in Article 13.4.4 of the Constitution of the 
Council.  

9. COMMENTS OF OTHER RELEVANT SERVICES

N/A



10. APPENDICES

Employee Handbook (to be circulated at the meeting)

11. BACKGROUND PAPERS

None


