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Your employee handbook 
encapsulates who you are 
as a company and how you 
operate. It covers all aspects 
of working at your small 
business including:

• Your policies

• Your HR processes

• Your core values and mission

When you’re getting started as 
a business, writing your first 
handbook gives you a chance to 
consciously craft your company 
culture from the beginning. 

Far from being a collection of stagnant 
policies, as time goes by your 
handbook will be a living expression 
of your team’s norms and processes. 
It will change and grow with your 
business, and it will be a constant 
reference point for you and your team to 
build on your culture. 

In this guide, we look at the 5 essential 
steps to building a company handbook 
that reflects your unique culture — so that 
you can use it to attract, retain and 
motivate the best talent. 
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Getting started: 
from ticking off legal 
requirements to 
following best practice
If you’re just getting started at your 
small business, the first thing you need to 
do is ensure you are on the right side of 
the law. 

UK employment law requires all 
businesses, no matter how small, to 
have three policies on file:

1. A Health and Safety Policy

2. A Disciplinary/Dismissal Policy

3. A Grievance Policy

Ticking off these legal requirements 
is the first step in building your 
company handbook. Without these 
policies, you are left unprotected from 
legal action, which could mean paying 
out large amounts in compensation. 

So, how do you go about writing these 
compliance policies?

If you don’t have an HR team, you may 
be tempted to simply copy and paste 
policies downloaded from the internet. 
However, these generic templates 
won’t cover your company’s 
specific circumstances.

For example, to create your Health and 
Safety policy, you’ll need to to carry out 

a H&S assessment — an examination of 
the way your company’s work is carried 
out. So generic templates that don’t 
exactly reflect the way you work may 
leave you vulnerable to legal troubles.

The only way to ensure your handbook 
will protect your company from legal 
repercussions is to tailor your 3 
compliance policies to the way you 
work as a team.

Want to go even further? Write these 
policies to fit with your company’s 
tone of voice. Yes, these are legal 
requirements, but that doesn’t mean they 
should be filled with legal jargon.

You may want to get professional HR 
Advice on how to craft HR policies 
that are bespoke to your business 
while also being legally compliant. 

Once that's ticked off, your dedicated 
advisor will help you choose and create 
other HR policies to set our how you 
work. We’ll talk more about this in 
Chapter 3.

1.

Need help crafting your 
first HR policies? 
Talk to the HR Advice team today
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A handbook you and 
your team can rely on
Your handbook is the place where all of 
your company’s policies and processes 
live. It is therefore vital that your team can 
trust the contents of your handbook to be 
accurate, truthful and actionable. 

A first step is to avoid the common 
mistake of using ready-made 
handbook templates you can find 
online. Here’s why:

• There is a good chance these are not 
aligned with current law requirements. 
How do you know they’ll protect you 
from a legal point of view?

• There is no way for you to find out how 
these templates compare with today’s 
HR best practice in your industry.  

• Even when they are legitimate, 
most times another company’s 
policy will not be a good fit for your 
own business.

For your handbook to be actually useful 
for your business, you must ensure it 
reflects the way you work, what you 
believe in and what your team members 
really need.

Creating a personalised handbook is 
definitely more effort than just recycling 
a standard template. But if you want it 
to play an active role in crafting your 
company culture, that’s the only way 
to go. 

With HR Advice, you get your 
qualified HR advisor to create the 
policies your team really needs, 
tailored to your company’s unique 
context and following HR best practice 
and employment law. Your dedicated 
advisor will get to know what sort of 
culture you’re building, and be able to 
reflect that in your handbook.  

2.

Who should write your 
handbook?
If you don’t have an HR background, it will be 
difficult for you to build a handbook that is fit for 
purpose. On the other hand, an employment lawyer 
may be familiar with legal requirements, but will 
struggle to create a handbook that reflects your 
culture and resonates with your team. If nobody 
in the team has expertise in both employment law 
and HR best practices, you might want to consider 
delegating the creation of your handbook to a 
dedicated HR expert.

Need help 
creating a 
bespoke 
handbook 
your team can 
rely on? 
Talk to the HR Advice 
team today

https://www.charliehr.com/hr-advice
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A handbook to help you 
grow your team and 
scale your business
Basic compliance policies alone 
(see Chapter 1) don’t cover some of 
the most common HR needs you’ll 
encounter once you start growing your 
team. As your small business scales, it’ll 
become more and more important 
for your handbook to reflect the 
diverse needs of the talent you 
want to attract.

Are you planning to bring in new people 
in the team? This is your chance to craft 
your company culture from the start — 
so be proactive and ask yourself:

• What type of people does my business 
need to grow? 

• What HR policies and processes will 
these people need in order to thrive?

The answers to these questions will inform 
any necessary updates to your handbook 

— they’ll help you understand what 
policies and processes you’ll need 
to set out to make your company 
a great place to work for your 
new hires. 

Let’s make a couple of examples:

• Are your new team members going 
to be from an age group when they’ll 
likely be building a family soon? 
Create a progressive parental leave 
policy for your handbook. 

• Do you want to attract remote talent 
from around the world? Make sure 
your flexible working and remote 
working policies are competitive 
enough to do so

When you’re growing your team and 
realise your handbook is not up-to-
standard, it can be hard to figure out 
what improvements you need to make 
and how.  

With HR Advice, you’ll have a 
dedicated HR expert advise you on 
the best policies to attract the right 
talent to your business. Not only will 
they write the policies for you, but you’ll 
have the opportunity to have a new 
handbook created from scratch to use 
when onboarding new team members.

3.

Need help creating the right policies 
for your growing team?
Talk to the HR Advice team today
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To avoid that, make sure you store your 
handbook somewhere your team is 
familiar with — ideally on a platform they 
use every day, so that it’s handy in case 
they need it.

For example, we’ve made it possible to 
store your employee handbook directly 
inside Charlie's HR Software. This 
way, our software customers and their 
teams can browse their handbook from 
the same place where they book time off 
and complete their performance reviews 
— and they can do that independently, 
whenever they want.

Making it easy for your 
team to find and use 
your handbook
Writing a handbook for your small 
business is only the first step in the 
process. It’s equally important to ensure 
your team can easily find it and access it.

It is very common for handbooks to get 
lost in shared drives, hidden in forgotten 
subfolders where no one can find them. 

When this happens, it becomes 
impossible for team members 
to self-serve if they need to check 
something on your handbook. If your 
handbook is too hard to find, they’ll come 
straight to you for an answer, which is 
definitely not the best use of your time.

4.

Top tip
Don’t underestimate the importance of a 
comprehensive and progressive handbook 
in attracting and retaining the best talent. 
These days, people expect a workplace that runs 
seamlessly and in a way that is fair, productive and 
supportive. Your company handbook is the best tool 
you can use to show new starters your company is a 
great place to work. 
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Keeping your handbook 
up-to-date
No matter how much effort you put into 
creating your first employee handbook, 
that doesn’t mean you won’t need to 
touch it ever again. The needs of 
your team change all the time — so 
should the policies you set up to 
address them. 

Your handbook serves as the living, 
breathing embodiment of your company’s 
culture. So you should always be looking 
out for ways to make it better and to 
future-proof it for what’s ahead — 

whether you are growing your team, 
opening a new office, or trialling flexible 
working for the first time. 

On top of that, the government’s 
annual changes in HR regulations 
mean that you’ll face legal 
repercussions if you fail to keep your 
handbook up-to-date. 

With HR Advice, your personal advisor 
will advise you on any changes to your 
policies, depending on your team’s 
unique circumstances and on HR 
best practice — so you know your 
handbook is always the best it 
can be.

They will also be in touch on a regular 
basis to inform you of any new legal 
requirements, so you know you’re 
protected at all times. 

5.

https://www.charliehr.com/
https://info.charliehr.com/book-a-call-jn?utm_source=pdf&utm_medium=direct&utm_campaign=ebook_download&utm_content=handbook_guide


Charlie makes HR effortless
Bring clarity to HR chaos. Automate your HR tasks 
and get the time, headspace and tools you need to 
build an engaged and high-performing team.

• Automate your HR. All of it. 
From hard work to clockwork – Charlie saves you hours  
on HR tasks, every single week. Set it up once, never  
touch it again.

• Harness the power of your people. 
Less guesswork, more impact. Get reliable, proven tools 
that help you maximise your team's potential (without 
maximising your workload).

• Plan, measure and report on your impact. 
From behind the scenes, to centre stage. Identify action 
areas, drive real change and then report on the results.

CharlieHR

HR advice
One-to-one People support 
that delivers real impact
HR Advice is a bespoke support service that  
helps small companies and startups achieve their 
People goals. 

• Get fully compliant (and competitive) 
Work with our advisors to upgrade your policies 
and contracts while creating a progressive company 
handbook that enables high-impact work.

• Craft a culture that unlocks performance 
Tap into the industry expertise you need to build a truly 
fulfilling work environment, where your team always 
feels supported and engaged.

• Be ready for any HR challenge 
Get unlimited support with whatever HR challenge 
you're facing (all while levelling up your skills for 
the future).

Try for free

Your HR 
advice team

Book a free call
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