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what you need to know to start and grow your business

employees & other staff

How can | staff my business?

foryou, e . You have, the
greater the cost and level of esponsibity for your business. The lines are not always clear,but in generat

Self employed

and your rather
or parttime) business i businss s a lient/customer than contract or sevices

orfixed term customer of worker's company. contractor - Usually work forcharities

- Employer must provide work ployer must provide work . c 2 or voluntary organisations

work + Worker must urn up o do the + Contractor can decide what/
- Employee must o the work work. wherefwhen/how 1o do th
personall: can't send - Worker only has imited right work

substiute .

+Some employer control over work other clients/customers:
how work i done

Agency staff Zero hours contracts:
Often ‘workers' albeit with some bty to decline work. Coul “Gig economy’ staf: on call,no obligation to
bo classed as employees provided they accept work offered they do not have to do work when asked. May sl be deemed
‘and are avalable a minimum number of hours per week. ‘workers'(and hence have more rights), depending on the facts.
Are they really self-employed? What levelof control do you
have over

What are my responsibilities
as an employer?

Need o offer? Employee Worker  Selfemplojed  Volunteer
4 v
v v
v v

Health & safety: safe and secure working environment
Make reasonable adjustments to premises for disabilty

No discrimination on grounds of rligion or beief, sex, gender
reassignment, age, isabilty, marital status, pregnancy and maternity
Statutory annualleave (paid holiday up to 28 dayslyr pro-ata for
part-timers)

AN NN

Nationalminimum vage
Paid sick leave

Paid maternity patenity adoption leave
Employers iabily insurance

Registerwith HMAC: payrol, tax, Nationnal Insurance contributions

Putstaffinto workplace pension scheme and pay into it

1
Flexible working

Time offfor emergencies

Statutory redundancy pay (after 2 years' continuous service)

Protection against unfair dismissal

KA L & L&

Protection against whistleblowing in publicinterest

What do | need to do when
hiring and firing?

Rogter ih HMRC 8 an employer; aven o4 aetheany Creckemplaymentconact: compy wih

i smber o sk, Gt ndce of

P ey s T BT
termination or otherwise in breach

~ Document objective justfcation for termination

o BlmEE T D
doitforyou or nstal software package to pay tax and National
Insurance Contributions via Pay As You Earn

Ensure you meet health and salety standards - Document objective rationale for making decision: avoid
+ Getemployers abiity insurance discrimination
iecessary arangements to offer workplace pensions + Redidancs: contctlgalotir ol
Glarify exactly what support you need: document descriptions Voluntary or compulsory? If compulsory:

Show hinges o msinass v o
operating focatioiclosure means ob wil ot exist
Gosultwith employee:
To o nd arployes akematve spoyent
your organisation
Tt b s
Mayne o ofr ey
Notco: o 1-12 weeks (1 week poryear employment)
- ‘Offbouied: remind smpoyee ofconiming abbasors
of confdentialty,IP use ights, non-compete and no poaching
(for reasorable periods)

of roles rather than particuiar people, setting out scope of intended
activities to be performed by each role
Document bjecive descrton of eporionco andor
capabiltes required for each r
Dot osete ratonas o selecton of s
candidate for each role.

+ Avoid discriminatory treatment of any candidate when
recruiting and of any saff(iespective of employment status) re. pay
or redundancy

- Bo preparedto make reasonable changes o access arrangemens to
accommodat tf i adisabity
Employment contract,inc: payment, benefis, scope,
compliance with company code, confidentiality IP rights, grounds:
fortermination, possiby reasonable non-compete/no
poaching provisions
“On-boarding’. familarise employee with company

des; remind them of terms of contract
Check ‘any confidentialty, IP use ights, non-compete or
o poaching restrictions new employee may stil have under
T e e T e e

How to handle employment
disputes

Discrimination
Preferring another person on basis of ethnicity.religion, beliet,
sexual orientation, disabilty age, trade union membership, marital
status or maternity/paternity

Di d gany brought by an n disciplinary
action you bing,or perhaps concerring unfar dismissal of redundancy

WORKPLACE DISPUTES DISMISSALS & REDUNDANCIES

Develop writen grievance and disciplinary procedures:

employee contract, company intranet and handbook

- Follow ACAS guidance on discipiine and grievances at work
Grievances: include right for employee to meet with you

Stektocontact; avod wrongll dsmisal (. ot
otice) or construcive dismissal (eg. change

Tocaton it nofite

D e o = oo o0 e LS oL Lo
to:avoid unfair dismissal claim

S Bl i e
and grievance procedt

D e i oo

+ Employee may dispute: consider mediation (eg ACAS)
conciiation, arbitration, Employment Tribunal

appeal procedure: how it wil be managed, any
meetings, time limis etc.

Ifstilunresolved: mediation (eg ACAS), concilaton,
arbitration

Ultimately appeal to

ployment Tribunal

ACAS: Advisory

Also think about

« Contracts: employees, agencies, freelancers « Disputes
- Data protection & other compliance - Intellectual property rights and confidentiality

o0, impartial
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