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Purpose of Report 

 

The purpose of this report is to provide the Employment Committee with an update on 

the Council’s employee handbook and next steps of the handbook review.  

 

 

Recommendations 

 

That the Employment Committee: 

 

1. Notes the update on South Kesteven’s employee handbook.  

2. Support the proposal that the employee handbook is redesigned in order to 
become more user friendly, with signposting to HR policies. 

3. Delegates to the Deputy Chief Executive for minor changes to HR policies or 
the handbook, with the Employment Committee continuing to be kept fully 
informed of any changes.   

 

http://moderngov.southkesteven.gov.uk/mgMemberIndex.aspx?bcr=1
https://twitter.com/intent/tweet?text=Meeting%20agenda%20@southkesteven
http://www.linkedin.com/shareArticle?mini=true&url=http://moderngov.southkesteven.gov.uk/mgWhatsNew.aspx?bcr=1
http://facebook.com/sharer/sharer.php?u=http://moderngov.southkesteven.gov.uk/mgWhatsNew.aspx?bcr=1


 

 

 

 

 

 

 

 

 

Decision Information 

Does the report contain any 
exempt or confidential 
information not for publication? 

No  

 

What are the relevant corporate 
priorities?  

High performing Council 

Which wards are impacted? All wards 

 

1.  Implications 
 

Taking into consideration implications relating to finance and procurement, legal and 

governance, risk and mitigation, health and safety, diversity and inclusion, safeguarding, 

staffing, community safety, mental health and wellbeing and the impact on the Council’s 

declaration of a climate change emergency, the following implications have been 

identified: 

 

Finance and Procurement  

 

1.1 Whilst the current handbook was produced by an external provider at a cost, the 

revised version and subsequent policies will be designed and published in-house 

and therefore will not have associated financial implications.  

 

Legal and Governance 

 

1.2  Employment law forms the basis of many of our HR policy information and 

processes. These will continue to be aligned and any changes in employment 

laws will be reflected.   

 

Diversity and Inclusion 

 

1.3   South Kesteven District Council will ensure it remains with fair policies and 

practices in place which enable a diverse range of people to work together 

effectively and ensures an inclusive workplace.  

 



 

Mental Health and Emotional Wellbeing 

 

1.4  Parts of the employee handbook outline our mental health and wellbeing support 

but as this has developed significantly since the handbook was written, this will be 

refreshed as part of the policy review.  

 

2. Background to the Report 
 

 

2.1 The Employment Committee requested an update on the employee handbook 

and any planned updates to the content.  

 

2.2 The employee handbook is a valuable communication resource for both 

employees and the organisation. It provides guidance and information relating to 

the council’s policies and procedures.  

 

2.3  Previously, the Council moved away from having documented HR policies and 

instead, commissioned an agency to provide the 55 page handbook which 

details guidance on a range of employment topics.  

 

2.4  The HR team regularly review the content and update where required.  

 

2.5  This handbook has been in place a few years and the feedback from employees 

is that this needs a complete refresh. Some are finding it difficult to find the 

content they are looking for as the document is 55 pages long and there is no 

search function for key words.  

 

2.4  Employees and line managers have raised a preference to have a shorter 

handbook which signposts policies and guidance documents on specific 

subjects. 

 

Handbook Review 

 

2.5  An initial review of the handbook has taken place and the following immediate 

updates are recommended: 

 

Topic Summary of change 

Alcohol and drugs (page 3 – 
5) 

Page 3 - Addition of links to information on 
alcohol and drug driving limits. Additional 
wording to cover testing of new starters in 
safety critical roles.  
Page 4 – wording amended to include whole 
organisation in random testing 
Page 5 – additional information under section 
headed Positive test results for alcohol and 



illegal drugs – includes additional information 
on positive/non-negative 

Long Service Awards (Page 
54) 

Amend content to new long service awards 
policy.  
Add wider recognition policy. 

Leaver’s process Amend leavers fact sheet to reflect changes to 
process including: 

- Exit interviews being offered to all 
leavers and conducted by HR 

- Changes in the long service award 
process. 

 

Next steps 

 

2.6  It is proposed that the next stage of the review moves to re-designing the 

handbook in a new format and designing HR policies.  

 

2.7  The principles for the policy review would be: 

- Focus on informal resolutions where applicable  

- Short, simple policies 

- A new user friendly layout 

- Supporting guides and process flowcharts to provide further 

guidance 

- Signposting further support e.g. HR, our Employee Assistance 

Programme, related forms and documentation etc.  

- Alignment to the culture and values that we want to inculcate. 

 

3. Reasons for the Recommendations 

 

Recommendation 2:  

 

3.1 It will resolve the difficulties employees are currently experiencing in locating the 

information they need. It will make the policies and guidance clear.  

 

3.2  It will give a full evaluation of our policies.  

 

3.3  The current Employee Handbook is not easy for us to amend internally and 

returning to the agency that created it will have associated costs. Re-designing 

this in a format that can be easily edited will therefore save future time and money.  

 

Recommendation 3: 

 

3.4  Delegation to the Deputy Chief Executive of minor changes to HR policy would 

allow quicker updates when required and ensure we stay aligned to changing 

employment laws.  

 

 



 

4.  Consultation 
 

4.1 Consultation will continue to include our union representatives and the People 

Panel.   

 

 

 

  

 

 


