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[COMPANY NAME] – HR HANDBOOK
EMPLOYEE HANDBOOK
How we work, what we expect from each other, and what to do when something goes wrong – in one place.
	Reference
	Version
	Date issued
	Review date

	ARB-HR-002
	2.0
	[DD/MM/YYYY]
	[DD/MM/YYYY]



	At a glance

	What it is for
	Explaining our rules, procedures and support in plain English: absence, leave, conduct, safety, driving, IT, discipline, grievances and more.

	Who fills it in
	The business owner tailors it once (everything in red). Each employee reads it and signs the acknowledgement in Section 26.

	When
	Given to every new starter before or on their first day, with the Contract of Employment (ARB-HR-001). Re-issued when it changes.

	Time needed
	About 10 minutes for the Quick guide. About 90 minutes to read in full over your first week. Each section shows its reading time.

	You will need
	Your Contract of Employment, your Job Description and the Key contacts table (after the Quick guide) filled in.

	Where it goes
	Current version on [the shared drive / HR app / office noticeboard]. The signed acknowledgement goes on the personnel file for the employment plus 6 years.



	Guidance for the business owner – remove before issue
How to tailor it. Replace everything in [red], turn it black, and delete every red box before issue. Delete options that do not apply. Where you have a standalone policy, add its reference in place of [ref].
Keep it consistent with the contract. The Contract of Employment (ARB-HR-001) holds the contractual terms: pay, hours, holiday entitlement, sick pay, notice, deductions and lay-off. This handbook holds the non-contractual procedures. The reporting deadline, probation length, appeal deadline, carry-over allowance and notice periods here must match what you put in the contract.
Legal points (checked 23/09/2026). This handbook reflects the Employment Rights Act 2025 timetable as published on GOV.UK. Key dates:
1. In force from 6 April 2026: day-one SSP with no lower earnings limit (£123.25 a week or 80% of earnings if lower); day-one paternity leave and unpaid parental leave; bereaved partner's paternity leave (Bereaved Partner's Paternity Leave Regulations 2026); reports of sexual harassment are a specific category of protected disclosure (ERA 1996 s43B); holiday records kept for 6 years.
1. From 30 October 2026: "all reasonable steps" duty to prevent sexual harassment, and employer liability for harassment by third parties (customers, the public, suppliers) related to any relevant protected characteristic. Trade union right-to-join statement required (prescribed wording pending – check GOV.UK). Most tribunal time limits rise from 3 to 6 months (from 1 October 2026).
1. From 1 January 2027: unfair dismissal qualifying period becomes 6 months and the compensation cap is removed. Finish probation decisions before the 6-month point.
1. Autumn 2027 (per the Government response on flexible working, 2026): a statutory reasonableness test for refusing flexible working, a required meeting before refusal, and an updated ACAS Code. Expected April 2027: day-one bereavement leave, including pregnancy loss before 24 weeks. Update Sections 5, 6 and 7 when these are in force.
ACAS Code. Sections 22 and 23 follow the ACAS Code of Practice on Disciplinary and Grievance Procedures. A tribunal can adjust an award by up to 25% if either side unreasonably fails to follow it. The right to be accompanied comes from the Employment Relations Act 1999 s10.
Not legal advice. Arborella Consultancy Ltd is not a law firm or regulated HR consultancy. Have the finished handbook checked by an HR professional or employment solicitor, especially drug and alcohol testing, monitoring, lay-off and anything unusual.
Links. Contract of Employment (ARB-HR-001), Onboarding (ARB-HR-005), Induction (ARB-HR-006), Technical Induction (ARB-HR-009), Medical Questionnaire (ARB-HR-010), HAVS (ARB-HR-011), Hearing (ARB-HR-012), Driver Authorisation (ARB-HR-013), Core Duties (ARB-HR-017), Development Form and Meeting Record (ARB-HR-020, 021), Anti-Bribery Policy (ARB-POL-01).



	Is this handbook part of my contract?
No – unless your contract says so. This handbook is non-contractual. It explains how we do things and gives you the procedures you need. Your legal terms are in your Contract of Employment (ARB-HR-001). If the two ever disagree, the contract wins.
Because it is not part of your contract, we can update the handbook to keep up with the law and better ways of working. We will tell you about any significant change, and talk to you first where it affects you. Nothing in this handbook takes away any right you have by law.
If you would like this handbook in a different format (large print, audio, a digital copy you can search), or someone to go through it with you, just ask your Team Leader or [name].
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How to use this handbook
	1
	Read the Quick guide below on your first day. It covers the 10 things you must know from day one.

	2
	Read the rest during your first week. Each section starts with a banner that tells you how long it takes to read.

	3
	Look things up when you need them – for example Section 5 when you are off sick, or Section 6 if you are expecting a baby.

	4
	Ask your Team Leader about anything that is unclear, then sign the acknowledgement in Section 26.



Quick guide: 10 things to know from day one
Read this first. The rest of the handbook gives the detail.
	#
	Topic
	What you need to do

	1
	Off sick or late
	Phone [name] on [number] by [07:00] on your first day off. A text is not enough unless you cannot speak. The crew may not be able to work safely one person short. (Section 5)

	2
	Stop-work rule
	Anyone can stop or pause a job if they think it is unsafe. Tell your Team Leader straight away. You will never be blamed for stopping work in good faith. (Section 13)

	3
	PPE
	Wear the PPE the risk assessment says, every time. Check it before use. Damaged chainsaw PPE goes out of use at once – ask for a replacement. (Section 13)

	4
	Only use kit you are authorised for
	Only use a chainsaw, chipper, stump grinder, MEWP or vehicle if you are trained, competent and authorised for it. If in doubt, ask. (Section 14)

	5
	Drugs and alcohol
	Never work, drive or use machinery under the influence. Watch the "morning after". Tell your Team Leader in confidence about any medicine that could make you drowsy. (Section 12)

	6
	Phones and driving
	Never hold a phone while driving, even in traffic. Pull over somewhere safe with the engine off. (Section 17)

	7
	Accidents and near misses
	Report every accident, near miss, damage or service strike to your Team Leader the same day, using [the incident app / accident book]. (Section 13)

	8
	Booking holiday
	Book using [the holiday system] at least [2 weeks] ahead. Do not book travel until it is approved in writing. (Section 4)

	9
	Wildlife and biosecurity
	If you find an active bird nest, a bat or signs of a tree pest or disease, stop that part of the job and tell your Team Leader. Arrive clean, leave clean. (Section 16)

	10
	Raising a concern
	Talk to your Team Leader, or to [name] if it is about them. For harassment, contact [name], who sits outside your line management. You can also use the whistleblowing route in Section 24. (Sections 11, 23, 24)



Key contacts
	Key contacts – remove before issue
Fill in every row. Use roles as well as names so the table still works when people change. Keep a copy in every vehicle.



	Contact for
	Name and role
	Phone / how to reach them

	Sickness and lateness
	[name, role]
	[number] – by [07:00]

	Holiday and leave requests
	[name, role]
	[system / email]

	Accidents, incidents and near misses
	[name, role]
	[number / app]

	Harassment or bullying (outside line management)
	[name, role]
	[number / email]

	Whistleblowing
	[name, role]
	[number / email]

	Data protection and data breaches
	[name, role]
	[number / email]

	Pay, expenses and payroll
	[name, role]
	[number / email]

	Emergency out of hours
	[name, role]
	[number]

	Employee assistance or wellbeing service (if you have one)
	[provider]
	[number]




  1 	About this handbook
	Section 1 of 26 · About 3 minutes to read · Everyone

1.1	This handbook explains our standards, arrangements and procedures. It applies to all employees unless a section says otherwise.
1.2	Workers, agency workers, apprentices and subcontractors must follow the safety, conduct, confidentiality and data protection sections while on our sites. Their legal rights depend on their own arrangements.
1.3	Read this handbook with your Contract of Employment (ARB-HR-001), your Job Description, the Core Duties document (ARB-HR-017), and the risk assessments, method statements and safe systems of work for each job.
1.4	Which document wins? Your contract comes first. A detailed standalone policy (for example our Health and Safety Policy) comes before a summary in this handbook, as long as it is lawful and consistent with your contract.
Who is responsible for what
	Who
	Responsibilities

	Everyone
	Read and follow the documents that apply to your work. Ask if anything is unclear. Report concerns promptly.

	Team Leaders
	Set a good example. Brief the crew. Check competence and site controls. Escalate anything beyond their authority to a Manager.

	Managers
	Apply procedures fairly and consistently. Protect confidentiality. Keep records. Get advice when needed.

	Directors
	Governance, resources, legal review and approval of changes to this handbook.



1.5	We review this handbook at least every [12 months], and sooner if the law or the way we work changes. [Role] is responsible for keeping it up to date. We will tell you about significant changes by [team meeting / email / app notification].
Company details (owner to complete)
	Legal name
	

	Trading name
	

	Registered office
	

	Main yard or depot
	

	Where the current handbook is kept
	




  2 	Joining us
	Section 2 of 26 · About 3 minutes to read · Everyone

Fair recruitment and right to work
2.1	We choose people on objective requirements for the role. We offer reasonable adjustments during recruitment.
2.2	Before you start, we check your right to work in the UK, your identity, and any qualifications and driving licence the role needs. We may take references and, where the role needs it, other lawful background checks such as [DBS for work at schools].
2.3	We only ask health questions after a job offer, and only to check fitness for work and plan adjustments (Medical Questionnaire, ARB-HR-010).
2.4	Please give us accurate information about your qualifications, tickets, licences and work history. Deliberately misleading us may lead to an offer being withdrawn or disciplinary action, after a fair investigation.
Probation
2.5	Your first [3 / 6] months are a probation period (see your contract, clause 8). It gives us both time to check the job is right for you.
2.6	Your Team Leader or Manager will meet you at around [4 weeks and 12 weeks]. They will look at safety awareness, competence with the equipment in your Job Description, attendance and timekeeping, and conduct and teamwork.
2.7	If there are concerns, we will tell you early, give support or training, and give you a fair chance to improve. Probation does not remove your legal rights or our duty to act fairly.
Induction
2.8	You will have a company induction (ARB-HR-006) and a technical site safety induction (ARB-HR-009). These cover the yard, reporting lines, emergency arrangements, welfare, first aid, PPE, equipment, driving, environmental controls and our systems.
2.9	You must not do any safety-critical work until you have been authorised for it. Examples: felling, climbing, operating a chipper, stump grinder or MEWP, or working on the highway.
	What this means for you
On your first day you might ride with the crew, watch a chipper pre-use check and learn the rescue plan – but you will not feed the chipper until your Team Leader has seen you do it safely and signed you off.




  3 	Hours, pay and working arrangements
	Section 3 of 26 · About 5 minutes to read · Everyone

Hours and time recording
3.1	Your normal hours, place of work and paid travel arrangements are in your contract (clauses 5 and 9). Tree work depends on weather, daylight, traffic management bookings and emergencies, so start and finish times can change. We will give you notice as your contract says, except in emergencies.
3.2	Arrive on time and fit for work. Record your hours, breaks, travel and any authorised overtime honestly using [timesheet / app]. Falsifying time records is misconduct and may be gross misconduct.
Breaks and rest
3.3	By law you get at least a 20-minute break if you work more than 6 hours, 11 hours' rest between working days, and 24 hours' rest each week (or 48 hours a fortnight). Take breaks somewhere safe, away from the work zone.
3.4	Your average working week should not be more than 48 hours unless you choose to sign a separate opt-out. It is voluntary. You will not be treated unfairly if you say no, and you can cancel it by giving notice.
3.5	Under-18s have extra protection: normally no more than 8 hours a day or 40 hours a week, a 30-minute break after 4.5 hours, and they cannot opt out. We complete a young person's risk assessment before they start.
3.6	Tell your Team Leader if tiredness could make you unsafe – especially before climbing, felling or driving. Fatigue is a hazard, not a weakness.
Overtime, call-outs and weather
3.7	Overtime must be agreed in advance by your Team Leader or a Manager, except in a genuine emergency. It is paid or given as time off in lieu as set out in your contract (clause 10).
3.8	If you are on the [storm and emergency call-out rota], [describe how the rota works, response times and pay].
3.9	If weather stops normal work, we will usually find other work – yard jobs, equipment maintenance, training – and you stay on normal pay. Lay-off or short-time working is only used where your contract allows it (clause 35.6).
Pay, pension and deductions
3.10	You are paid on [pay day] by bank transfer, with a payslip. We always pay at least the National Minimum Wage for all the hours you work, including working travel time.
3.11	We will enrol you in our workplace pension with [provider] if you are eligible.
3.12	We only make deductions the law allows, your contract authorises (clause 13), or you have agreed in writing beforehand. We will talk to you before any deduction, other than correcting a routine overpayment.
3.13	Tell [name] straight away if you think your pay is wrong – over or under. It is much easier to fix early.
Other work
3.14	Tell your manager before you take on other work (contract clause 30). We will not refuse without a good reason, but we need to check working time, fatigue and conflicts of interest.
	What this means for you
Weekend shifts at a garden centre are normally fine. Doing private tree work for one of our customers or using our chipper at the weekend for your own jobs, is not.




  4 	Holidays
	Section 4 of 26  ·  About 3 minutes to read  ·  Everyone

4.1	Your holiday entitlement is in your contract (clause 16). It is never less than the legal minimum of 5.6 weeks a year (28 days for a full-time five-day week, which can include bank holidays). Part-time staff get a pro rata amount.
4.2	Our holiday year runs [1 January to 31 December].
How to book holiday
	1
	Check the holiday calendar at [location] to see who else is off.

	2
	Request it on [holiday system] at least [twice as many days' notice as the holiday is long / 2 weeks] before.

	3
	Wait for written approval from [role]. Do not book flights or travel until then.

	4
	If we cannot agree your dates, we will explain why and help you find other dates.



4.3	We may limit how many people are off at once, and may refuse holiday at busy times such as [the September to February felling season or storm recovery work]. We will be fair and give you a real chance to take all your holiday across the year.
4.4	We may ask you to take holiday on set days, such as a [Christmas shutdown], giving you at least twice as many days' notice as the days involved.
4.5	Try to spread your holiday across the year. You can carry over up to [0 / 5] days with a manager’s written agreement. If you could not take statutory holiday because of sickness or family leave, we carry it over as the law requires.
4.6	If you are ill during booked holiday, report it the same way as normal sickness (Section 5) with evidence. The holiday affected will be given back where the law requires.
4.7	We keep records of holiday taken, carried over and paid for at least 6 years.
	Tip
Book your big summer holiday early. Most crews want the same two weeks in August.




  5 	Sickness and absence management
	Section 5 of 26 · About 6 minutes to read · Everyone

If you are sick: what to do and when
	When
	What you do

	First day, by [07:00]
	Phone [name] on [number]. Say why you are off, when you expect to be back, and anything urgent (for example a job you were leading or a vehicle you have the keys to). A text or social media message is only acceptable if you cannot speak.

	While you are off
	Keep in touch [daily / as agreed]. If you are off longer, we will agree how often we speak.

	Day 8 onwards
	Send us a fit note. Doctors, nurses, pharmacists, physiotherapists and occupational therapists can issue them. Avoid gaps between notes.

	When you come back
	Fill in a self-certification form for absences of up to 7 calendar days, and have a short return-to-work chat with your Team Leader or Manager.



5.1	We only ask for the information we need to manage your absence, your safety and your pay. You do not have to tell us a diagnosis if you would rather not, but we need to know how it affects your work.
5.2	If you become unwell at work, tell your Team Leader before you leave site so the crew can make the job safe.
Sick pay
5.3	Statutory Sick Pay (SSP) is paid from your first day of sickness if you are eligible. It is the lower of the weekly SSP rate (£123.25 from 6 April 2026) or 80% of your average weekly earnings.
5.4	[Company Sick Pay: set out the scheme, or refer to contract clause 17.5. Delete if not offered.]
5.5	Not following the reporting rules without a good reason can mean losing Company Sick Pay and may lead to disciplinary action.
Medical appointments
5.6	Try to book routine appointments outside working hours or at the start or end of the day. Time off for routine appointments is [paid / unpaid / made up].
5.7	Pregnant employees have a right to paid time off for antenatal care. Partners and some adopters have rights to unpaid time off for appointments (see Section 6). We consider disability-related appointments as a reasonable adjustment.
Absence management (Team Leaders and Managers)
5.8	The return-to-work chat is supportive, not a telling-off. Ask how the person is, whether work caused or affected the absence, and whether they are fit for safety-critical tasks such as climbing, chainsaw work or driving.
5.9	Review trigger. [3] separate absences or [8] working days in a rolling 12 months triggers an attendance review meeting. A trigger is a prompt to talk, not an automatic warning.
5.10	We will think about the cause before taking any formal step. We adjust triggers where absence is linked to a disability, and we never count pregnancy-related absence.
5.11	If short-term absence continues without a good reason, we will use formal attendance stages that follow the fair steps in Section 21 (Performance and capability), with a right to be accompanied and to appeal.
Long-term absence (4 weeks or more)
5.12	We will agree how and how often we keep in touch. With your consent, we may ask your GP or Occupational Health for advice on when and how you can return safely.
5.13	We will look at adjustments such as a phased return, lighter duties, ground-based work instead of climbing, or changed hours. Where a fit note says you "may be fit for work", we will talk to you about what it suggests.
5.14	Dismissal on ill-health grounds is a last resort. It will only follow medical advice, full consultation with you, and consideration of adjustments and alternative work.
Unauthorised absence
5.15	If you do not turn up and we cannot reach you, we will try your emergency contact because we worry about your safety. Unauthorised absence may be investigated under the disciplinary procedure. We will never simply treat it as a resignation.
	What this means for you
After a back injury, a climber might come back on ground-based work for four weeks, then do short climbs with an Occupational Health check before returning fully. We will plan this with you, not for you.



	Tip
Save the sickness reporting number in your phone now, under a name you will find at 6 in the morning, such as "Work – off sick".




  6 	Family and other leave
	Section 6 of 26 · About 5 minutes to read · Everyone

6.1	Tell [name] as early as you can about any leave you may need. Eligibility, notice and pay rules differ, so we will confirm your exact position in writing. Statutory pay rates change each April and are published on GOV.UK.
6.2	You will not be treated unfairly for asking for or taking any of these types of leave.
Types of leave
	Type of leave
	How much
	Pay
	When to tell us

	Maternity leave
	Up to 52 weeks from day one. The 2 weeks after birth are compulsory.
	Statutory Maternity Pay if eligible (26 weeks' service and earnings tests). [Enhanced pay?]
	By the 15th week before the baby is due.

	Paternity leave
	1 or 2 weeks, taken in the first 52 weeks. Day-one right from 6 April 2026.
	Statutory Paternity Pay if eligible (26 weeks' service and earnings tests).
	By the 15th week before the baby is due, and 28 days before each period of leave.

	Adoption leave
	Up to 52 weeks from day one.
	Statutory Adoption Pay if eligible.
	Within 7 days of being matched with a child.

	Shared parental leave
	Parents can share up to 50 weeks of leave.
	Statutory Shared Parental Pay if eligible.
	At least 8 weeks before each period. Ask us – the rules are detailed.

	Neonatal care leave
	Up to 12 weeks if your baby needs neonatal care for 7 days or more. Day-one right.
	Statutory Neonatal Care Pay if eligible.
	As soon as you reasonably can.

	Unpaid parental leave
	Up to 18 weeks per child before their 18th birthday, normally no more than 4 weeks a year. Day-one right from 6 April 2026.
	Unpaid.
	At least 21 days before. We may postpone it by up to 6 months for a genuine business reason (not straight after birth or adoption).

	Parental bereavement leave
	2 weeks if a child under 18 dies or a baby is stillborn after 24 weeks of pregnancy.
	Statutory Parental Bereavement Pay if eligible.
	As soon as you can – before you are due to start work that day if possible.

	Bereaved partner's paternity leave
	Up to 52 weeks if the mother or primary adopter dies in the child's first year. From 6 April 2026.
	Pay depends on eligibility. Ask us.
	As soon as you can.

	Carer's leave
	Up to 1 week in any 12 months to care for a dependant with a long-term care need. Day-one right.
	Unpaid.
	Twice the length of the leave, or 3 days if longer.

	Time off for dependants
	Reasonable time to deal with an emergency, such as a child's childminder falling through. Day-one right.
	[Unpaid / paid up to __ days].
	As soon as you can, usually by phone.

	Antenatal and adoption appointments
	Pregnant employee: reasonable paid time off. Partner: up to 2 appointments, up to 6.5 hours each.
	Pregnant employee paid. Partner unpaid.
	As early as you can. We may ask for an appointment card.

	Jury service and public duties
	Jury service: as required. Public duties (for example magistrate or councillor): reasonable time.
	[Unpaid – claim loss of earnings from the court / paid].
	As soon as you get the summons or know the dates.

	Compassionate leave
	[__ days' paid leave] for the death of a close relative. More at a Manager's discretion.
	[Paid / unpaid].
	As soon as you can.



	Family leave – check before issue – remove before issue
Add any enhanced (above statutory) pay you offer. The service and earnings tests for statutory pay still apply even where leave itself is a day-one right.
Day-one bereavement leave, including pregnancy loss before 24 weeks, is expected from April 2027. Until then, we recommend offering compassionate leave for pregnancy loss.
Source: GOV.UK family leave guidance and Bereaved Partner's Paternity Leave Regulations 2026 (SI 2026/237), checked 23/09/2026.



6.3	While you are on maternity, adoption or shared parental leave, you can work up to 10 "keeping in touch" days (20 "SPLIT" days for shared parental leave) if we both agree. They are paid at [normal pay].
6.4	Your holiday continues to build up during statutory family leave. We will agree when you will take it.
6.5	We will do a risk assessment for new and expectant mothers as soon as you tell us you are pregnant. This may mean changing duties, such as no climbing, chainsaw or chipper work.
	What this means for you
If your child's school rings to say they are ill, tell your Team Leader and go. We will sort out cover for the crew – just keep us updated.




  7 	Flexible working
	Section 7 of 26 · About 3 minutes to read · Everyone

7.1	Every employee can ask for flexible working from their first day. This could mean changes to your hours, days, start and finish times, or where you work (for example admin staff working from home).
7.2	You can make up to 2 requests in any 12 months, but only one at a time.
How to make a request
	1
	Put it in writing (email is fine) to [name]. Say it is a statutory flexible working request, the change you want and when you would like it to start, and whether you have made a request before (and when).

	2
	We will meet you to talk it through and look at options. We always talk to you before we refuse a request. You can bring a colleague or trade union representative.

	3
	We will give you our decision in writing within 2 months of your request, including any appeal, unless we agree a longer period with you.

	4
	If we refuse, we will explain which business reason applies and why. You can appeal to [name / role] within [5 working days].



7.3	We can only refuse for one of the business reasons set out in law, such as extra costs, not being able to meet customer demand, not being able to reorganise work among the crew, or a detrimental effect on quality or performance.
7.4	We may suggest a trial period or a different arrangement that works for both sides.
7.5	Flexible working is separate from reasonable adjustments for disability (Section 8). If you need a change because of a health condition, tell us – we do not need a formal flexible working request.
	Changes coming in 2027
From autumn 2027 the law is expected to change so that any refusal must be reasonable, objectively justified and well documented, after a meeting held with a view to reaching agreement. An updated ACAS Code will follow. We will update this section when the changes come into force. We will keep offering an appeal, which will remain good practice.



	What this means for you
A Team Leader with a new baby asks to finish at 15:00 on Fridays. We might agree a trial where the second Team Leader closes the site on Fridays, then review it after 8 weeks.




  8 	Wellbeing and support
	Section 8 of 26 · About 3 minutes to read · Everyone

Reasonable adjustments
8.1	If you are disabled, or have a long-term condition such as ADHD, dyslexia, diabetes or a back problem, we will make reasonable adjustments to remove disadvantages at work. Just tell us what helps.
8.2	Adjustments might include written or visual instructions, reminders, extra time for training, different equipment, changed hours, more breaks, or different duties. Safety assessments focus on what you can do with the right controls and support.
Mental health and wellbeing
8.3	Tree work is physically and mentally demanding. If stress, low mood, money worries, grief or anything else is affecting you or your safety at work, please talk to your Team Leader, [name] or [the employee assistance service] early.
8.4	We will handle what you tell us sensitively and only share it where there is a lawful and necessary reason, for example to keep you safe.
	Tip
Out of hours you can call Samaritans free on 116 123, any time. In an emergency, call 999.



Menopause and hormonal health
8.5	We treat menopause and other hormonal health concerns sensitively. Support may include access to welfare facilities on site, more breaks, uniform or PPE changes, temporary duty changes or flexible hours.
Domestic abuse
8.6	If you are affected by domestic abuse, you can talk in confidence to any Manager you trust. We can help with things like changing your phone number on our systems, varying your hours or site, time off and signposting to support. If you are in immediate danger, call 999.
	What this means for you
Welfare is part of site planning. On a long roadside job, your Team Leader should plan where the nearest toilet is before you start, not when you need it.




  9 	Conduct and workplace standards
	Section 9 of 26 · About 4 minutes to read · Everyone

What we expect from everyone
1. Act honestly, responsibly and respectfully.
1. Follow lawful and reasonable instructions. If you disagree, say so constructively.
1. Protect customers, the public, colleagues, property, wildlife and the environment.
1. Wear the uniform and PPE required and look presentable for customers.
1. No abusive, discriminatory, threatening or sexual language or behaviour – on site, in vans, online or at work social events.
1. Report mistakes, damage, complaints and safety concerns promptly. Owning up early is always better.

Customers and the public
9.1	We work at people's homes, schools, highways, parks and business premises. Be courteous, respect privacy, keep noise and mess to a minimum, and follow site rules.
9.2	Do not agree extra work, prices or changes to the job unless you are authorised. Pass it to [the office / your Team Leader].
9.3	If a customer or member of the public becomes aggressive, do not argue. Make the site safe, step away, and call your Team Leader. If you feel in danger, call 999.
Phones, photos and recording
9.4	Keep personal phone use to breaks. Never use a phone while operating a chainsaw or machinery, or while acting as a banksman or ground support for a climber.
9.5	Take photos or video at work only for a work reason, such as recording the job, a hazard or damage. Do not post them without permission (Section 19). You may record hazards or wrongdoing to raise a concern.
Confidentiality
9.6	Keep our business, customer and colleague information confidential, during and after your employment (contract clause 26).
9.7	Nothing in this handbook stops you making a protected disclosure, reporting a crime, co-operating with a regulator, taking legal advice or taking part in lawful trade union activity.
Smoking and vaping
9.8	Smoking and vaping are only allowed at [agreed areas], and never in vehicles, near fuel or chippers, in customers' properties, or where site rules forbid it.
Trade union membership
9.9	You have the right to join a trade union of your choice. We will not treat you unfairly because you are, or are not, a member.
	Trade union statement – remove before issue
From 30 October 2026 you must also give workers a written statement of their right to join a trade union, at the start of employment and at set intervals. The prescribed wording, format and timing are set by regulations. Check GOV.UK and attach the statement when published (checked 23/09/2026).




 10 	Gifts, bribery and conflicts of interest
	Section 10 of 26 · About 2 minutes to read · Everyone

10.1	You must never offer, give, ask for or accept a bribe, including small "facilitation payments" to speed things up. Our Anti-Bribery, Corruption and Competition Law Policy (ARB-POL-01) gives the full rules.
10.2	Small, occasional gifts from customers are fine – a box of biscuits or a cup of tea. Declare any gift or hospitality worth more than [£50] to [name], who records it in the gifts and hospitality register.
10.3	Cash tips: [you may keep small tips / hand all tips to the office]. Cash payments for work must be [handed to the office the same day / not accepted].
10.4	Timber, logs, woodchip and scrap from a customer's site are not yours to sell or take home unless a manager has agreed it in writing.
10.5	Tell your manager about any conflict of interest, such as a relative who works for a customer or competitor, or a supplier who offers you a personal discount.
	What this means for you
A developer offers you £100 to "lose" a bat survey note so felling can start this week. Say no and tell your manager the same day. You will be supported.




 11 	Equality, dignity and anti-harassment
	Section 11 of 26  ·  About 5 minutes to read  ·  Everyone

Our commitment
11.1	Everyone should be treated with dignity and respect. We will not discriminate because of age, disability, gender reassignment, marriage or civil partnership, pregnancy or maternity, race, religion or belief, sex or sexual orientation (the protected characteristics in the Equality Act 2010).
11.2	This applies to recruitment, pay, training, allocation of work, promotion, discipline and dismissal. See also our Equality, Diversity and Inclusion Policy [ref].
What is not acceptable
	Behaviour
	What it means
	Arb and landscaping examples

	Harassment
	Unwanted conduct related to a protected characteristic that violates someone's dignity or creates a hostile, degrading or offensive environment.
	Mocking a colleague's accent over the radio. "Jokes" about someone's age or religion in the van.

	Sexual harassment
	Unwanted conduct of a sexual nature, including comments, touching, messages and images.
	Explicit pictures in the mess room or WhatsApp group. Comments about a groundsperson's body.

	Bullying
	Offensive, intimidating or insulting behaviour, or misuse of power, that undermines someone. It can be one serious incident or a pattern.
	Always giving one person the worst brash-dragging jobs. Shouting down a new starter. Leaving someone out on purpose.

	Victimisation
	Treating someone badly because they complained or supported a complaint.
	Taking someone off overtime after they raised a grievance.



11.3	"Banter" is not a defence. What matters is the effect on the person, not what was intended.
Preventing sexual harassment and third-party harassment
11.4	We have a legal duty to take reasonable steps to prevent sexual harassment of our staff. From 30 October 2026 this becomes a duty to take all reasonable steps. From the same date we are also responsible for protecting you from harassment by third parties – customers, clients, contractors, suppliers and members of the public.
11.5	The steps we take include:
1. a harassment risk assessment [ref], reviewed at least [every 12 months] and after any complaint;
1. clear standards in this handbook, covered at induction and in refresher toolbox talks every [12 months];
1. reporting routes outside your line management (below), including an option for anonymous reporting;
1. acting on warning signs, such as a customer's inappropriate comments, before they escalate;
1. site, welfare and lone-working controls so people are not left exposed, for example pairing staff on jobs where there has been a problem;
1. telling customers and contractors our expectations and withdrawing from a job where necessary.

How to report it
	Route
	Who
	How

	1. Your Team Leader or Manager
	Anyone you trust in your line
	In person, phone or message

	2. Named contact outside your line management
	[name, role]
	[number / email]

	3. A Director
	[name]
	[number / email]

	4. Anonymous report
	[method, e.g. reporting form / box]
	We will act on it as far as we can

	5. Formal grievance
	Section 23
	In writing

	6. Whistleblowing
	Section 24
	Reports of sexual harassment are a protected disclosure



11.6	You do not have to confront the person first. You can also report something you have seen happen to someone else.
11.7	We will deal with it promptly, fairly and as confidentially as we can. We cannot promise total confidentiality if we need to investigate or protect people.
11.8	Anyone who victimises a person for reporting will face disciplinary action. An honest complaint that is not upheld will never lead to disciplinary action. Knowingly false allegations may.
11.9	Managers and Team Leaders must model respectful behaviour, act on concerns even without a formal complaint, stop "banter" that crosses the line and escalate to [name]. Failing to act may itself be a disciplinary matter.
	What this means for you
A homeowner keeps making comments about a groundsperson's appearance. Tell your Team Leader. We will speak to the customer, change who does the job if needed, and can stop the work altogether. You will not lose pay because of it.




 12 	Drugs and alcohol
	Section 12 of 26 · About 3 minutes to read · Everyone

	The rule
Never work, drive or operate equipment while impaired by alcohol, drugs, medication or anything else. Chainsaws, chippers and climbing leave no margin for error.



12.1	Do not drink alcohol or take illegal drugs during working time, including breaks, or on Company or customer premises. Having, using or supplying illegal drugs at work is gross misconduct.
12.2	Watch the "morning after". Alcohol can still be in your system the next morning. If you have had a heavy night, you may not be safe or legal to drive.
12.3	Some prescription and over-the-counter medicines cause drowsiness, and it is illegal to drive with certain drugs above set limits, including some prescription medicines. If you take a medicine that could affect you, tell your Team Leader in confidence before you start. You do not need to say what it is for.
12.4	If you think a colleague is impaired, do not let them operate machinery, climb or drive. Tell your Team Leader straight away.
Getting help
12.5	If you have a problem with alcohol or drugs, we want to help. Ask for support before it becomes a disciplinary issue. We will treat it confidentially and may give time off for treatment. This does not excuse breaking the safety rules.
Testing
12.6	[We carry out drug and alcohol testing in line with our Drug and Alcohol Policy [ref]: for example after an incident, on reasonable suspicion, or at random. Testing is only done with your consent, by a trained person, with confidential results and a confirmatory test on request. / We do not currently carry out testing.]
	Testing – remove before issue
Only include testing if you have a separate written Drug and Alcohol Policy covering who is tested and when, consent, confidentiality, confirmatory testing, medication and support. Testing collects health data, so update your Employee Privacy Notice and take advice first.




 13 	Health, safety and welfare
	Section 13 of 26 · About 5 minutes to read · Everyone

Shared responsibility
13.1	We will do what is reasonably practicable to protect you and anyone affected by our work (Health and Safety Policy [ref]). You must take reasonable care of yourself and others, follow the controls, attend briefings and training, and never misuse or interfere with safety equipment.
13.2	Follow the generic and site-specific risk assessments, method statements, rescue plans and briefings for every job. Reassess when conditions change – weather, ground, the tree, the public.
	Stop-work authority
Everyone – from a first-week groundsperson to a Director – can stop or pause work if they reasonably believe:
1. there is serious or imminent danger;
1. controls are missing or not working;
1. instructions are unclear; or
1. the task is beyond someone's training or authorisation.
Tell your Team Leader straight away. Nobody will be criticised or treated unfairly for stopping work in good faith.



PPE
13.3	We provide the PPE you need free of charge: for example chainsaw boots, trousers and gloves, helmet with visor and ear defenders, eye protection and high-visibility clothing.
13.4	Wear it, check it before use, keep it clean, store it properly and report loss or damage. Do not alter it. Take damaged PPE out of use and ask for a replacement.
Accidents, incidents and near misses
13.5	Report every injury, work-related ill health, near miss, property damage, service strike (such as hitting a cable) and environmental incident to your Team Leader the same day, using [system].
13.6	Keep the scene as it is where safe, and help with any investigation. We make legal reports, including RIDDOR reports to HSE, where required.
	What this means for you
A branch lands 2 metres outside the drop zone and nobody is hurt. That is a near miss – report it. It helps us fix the rigging plan before someone does get hurt.



Welfare and first aid
13.7	Every site will have suitable first aid, welfare and emergency arrangements, planned for the location, weather and task. This includes a trauma kit where the risk assessment says so. Our first-aider list is at [location].
13.8	Know the emergency plan for each site: the nearest A&E, the access point for an ambulance, and the location reference (for example grid reference or what3words).
Health surveillance and fitness for work
13.9	Where the risk assessment requires it, you will take part in health surveillance, such as hand-arm vibration (ARB-HR-011) and hearing (ARB-HR-012) checks. Please attend these appointments – they are paid working time.
13.10	Tell us early about symptoms such as tingling or numb fingers, hearing problems, or any condition that could affect your balance, grip, alertness or ability to drive (contract clause 20).
Weather, heat, cold and fatigue
13.11	We plan work around rest, travel, daylight, heat, cold, wind, storms and hydration. [Add your wind-speed or weather stop rule for climbing and felling, if you have one.]
13.12	In hot weather, drink water often, use sun protection and take shade breaks. In cold, wet weather, change into dry clothes and warm up. No deadline or customer expectation overrides the need to stop or change unsafe work.

 14 	Arboricultural operating standards
	Section 14 of 26 · About 4 minutes to read · Everyone doing site work

Competence and authorisation
14.1	Qualifications are only one part of competence. We also look at training, experience, how you perform in practice, familiarity with the equipment, fitness and refresher needs.
14.2	You may only do safety-critical tasks you are competent in and have been authorised for in writing. Our authorisation record is at [location]. Tell us if a certificate is about to expire, is suspended or is withdrawn.
Before every job
1. Confirm the work specification, site boundaries, access, emergency plan and communication arrangements.
1. Complete and brief the site-specific risk assessment. Record any changes.
1. Check for pedestrians, traffic, overhead and underground services, structures, ground conditions, water, weather and other contractors.
1. Set and keep exclusion zones.
1. Confirm first aid, aerial rescue, fire and spill arrangements.
1. Check wildlife, biosecurity and tree protection constraints, including Tree Preservation Orders and conservation areas (Section 16).
1. Use only inspected, suitable and authorised equipment.

Chainsaws, climbing and aerial rescue
14.3	Chainsaw and aerial work must follow the risk assessment, industry guidance, manufacturer's instructions and our procedures.
14.4	For all aerial work there must be a practised rescue plan, a competent rescuer on the ground and rescue equipment ready to use. Climbing and lifting equipment must be inspected before use and have a current thorough examination under LOLER (every 6 months for kit used to lift people and for lifting accessories).
14.5	Nobody works alone with a chainsaw unless a specific risk assessment and safe system allow it (Section 15).
Machinery, MEWPs and work equipment
14.6	Only authorised, competent people may use MEWPs, chippers, stump grinders, winches, rigging systems, mowers, hedge cutters, brushcutters and other machinery.
14.7	Do pre-use checks, never bypass guards or safety devices, and report defects. Tag defective equipment out of use and keep it separate.
	What this means for you
If the chipper's feed control bar is not stopping the rollers, tag it out and phone your Team Leader. Do not "make do" to finish the job.



Highways, utilities and the public
14.8	Traffic and pedestrian management must match the site plan and the relevant standards. Only people with the right training may set out or manage traffic management on the highway.
14.9	Keep to safe distances from overhead power lines and underground services. If the lines are closer than the site plan shows, stop and call your Team Leader.
14.10	Monitor barriers, signs, banksmen and exclusion zones all day and change them when conditions change.
Quality and customer property
14.11	Work to the specification and to recognised arboricultural standards such as BS 3998. Protect lawns, structures, services, vehicles and neighbouring property. Keep sites tidy and report damage or complaints straight away.

 15 	Lone working
	Section 15 of 26 · About 2 minutes to read · Everyone

15.1	Lone working means working without a colleague close enough to see or hear you, for example a groundsperson strimming a large cemetery, an admin worker alone in the office, or a surveyor on a woodland inspection.
Never alone
	Task
	Rule

	Tree climbing and aerial work
	Never alone. A competent aerial rescuer must be on the ground.

	Chainsaw use
	Never alone, unless a specific risk assessment and safe system allow it.

	Chipper and stump grinder use
	[Never alone / only with specific risk assessment].

	MEWP use
	A trained ground person able to use the ground controls must be present.

	Highway work
	As the traffic management plan requires.



When you work alone
	1
	Tell [name / the office] where you are, what you are doing and when you expect to finish.

	2
	Check in at [agreed times, e.g. every 2 hours] using [phone / lone worker app]. Keep your phone charged and check signal on arrival.

	3
	Check out when you finish or leave site.

	4
	If you miss a check-in, [name] will call you. If there is no answer within [15 minutes], they will follow the escalation plan and may call 999.




 16 	Environment, wildlife and biosecurity
	Section 16 of 26 · About 4 minutes to read · Everyone doing site work

Wildlife
16.1	All wild birds, their active nests and eggs are protected by law (Wildlife and Countryside Act 1981). Bats and their roosts are always protected (Conservation of Habitats and Species Regulations 2017).
16.2	Check trees and hedges before work, especially in the main nesting season (roughly [March to August]). If you find an active nest or signs of bats, stop that part of the job and tell your Team Leader. We will get ecological advice before carrying on.
Tree Preservation Orders and felling licences
16.3	Before work starts, the job pack must confirm whether any trees are protected by a Tree Preservation Order or are in a conservation area, and whether a felling licence is needed. If you are unsure, stop and check with [the office].
Biosecurity
16.4	Arrive clean, leave clean. Clean tools, boots, vehicles and machinery of soil and plant material between sites and disinfect them where the biosecurity assessment says so.
16.5	If you suspect a notifiable pest or disease, such as oak processionary moth, stop work on that tree and tell your Team Leader. We report suspected cases through the Forestry Commission's TreeAlert service and follow any restrictions on moving material.
16.6	Do not spread invasive plants such as Japanese knotweed. They need specialist handling and disposal.
Fuel, oil and waste
16.7	Refuel on a spill mat, away from drains and watercourses. Carry a spill kit and know how to use it. Report any spill to your Team Leader straight away.
16.8	Waste must only be carried by a registered waste carrier and taken to an authorised site. Do not burn waste or leave it on site unless the job allows it.
16.9	See also our Environmental Policy [ref] and Biosecurity Policy [ref].
	What this means for you
You spot a blackbird's nest with eggs in a hedge you are due to cut. Leave a buffer around it, mark it, tell your Team Leader and carry on elsewhere. The customer will be told why.




 17 	Driving at work
	Section 17 of 26 · About 3 minutes to read · Anyone who drives for work

17.1	You may only drive for work once you are authorised (Driver Authorisation Form, ARB-HR-013), hold the right licence for the vehicle and any trailer, and are fit to drive. See our Driving at Work Policy [ref].
17.2	We check licences with the DVLA [before you start and every 6 months], using a check code or with your consent.
17.3	Tell us straight away about penalty points, a driving offence, a disqualification, a licence restriction or a medical condition you must report to the DVLA.
Every journey
1. Do the daily vehicle and trailer check and record any defects. Do not drive an unsafe vehicle.
1. Secure every load. Do not overload the vehicle or trailer and stay within towing limits and your licence entitlement.
1. Wear a seat belt. Keep to speed limits and site rules.
1. Never use a hand-held phone while driving, including when stopped in traffic. Pull over safely with the engine off.
1. Take a break if you feel tired. Plan long journeys with breaks.
1. Do not drive if you are unwell or have taken anything that could affect your driving.

If you have a collision
	1
	Stop safely, switch on hazard lights and make the scene safe. Call 999 if anyone is hurt.

	2
	Exchange details with anyone involved. Take photos. Do not admit liability for the Company.

	3
	If you cannot exchange details, or anyone is injured, report it to the police as soon as possible, and within 24 hours.

	4
	Tell [name] the same day and complete an incident report.



17.4	Fines, parking charges and speeding penalties you incur while driving a Company vehicle are your responsibility (contract clause 13).
17.5	Company vehicles are only for work use unless a manager agrees otherwise in writing. They may be fitted with trackers and cameras (Section 19).

 18 	Tools, equipment and Company property
	Section 18 of 26 · About 2 minutes to read · Everyone

18.1	Company property includes vehicles, plant, tools, climbing and rigging kit, PPE, uniform, phones, tablets, fuel cards, keys and documents. Use it only for work, keep it secure, and report loss, theft or damage straight away.
18.2	Do not lend Company property or take it home for personal use without written permission.
18.3	Transport and store fuel and hazardous substances as the COSHH assessments and our procedures say.
18.4	You are responsible for your own belongings at work. Do not use your own tools or climbing kit for Company work unless it has been approved and inspected.
18.5	Any deduction for loss or damage follows your contract (clause 13) and the law. Normal wear and tear and genuine accidents do not normally lead to a deduction.

 19 	IT, data protection, monitoring and social media
	Section 19 of 26 · About 5 minutes to read · Everyone

Data protection
19.1	We handle personal data under the UK GDPR and the Data Protection Act 2018. Our Employee Privacy Notice [ref / location] explains what we hold about you, why, who we share it with and how long we keep it. Health information gets extra protection.
19.2	Only access the information you need for your job. Use approved systems, keep records accurate, and follow the rules on keeping and destroying data.
19.3	You can ask for a copy of the personal data we hold about you. Contact [name]. We will normally reply within one month.
19.4	Report any lost phone, lost paperwork, email sent to the wrong person or suspected cyber incident straight away to [name]. We may need to report it to the Information Commissioner's Office within 72 hours.
IT and cyber security
1. Never share passwords or verification codes. Use multi-factor authentication where available.
1. Only use approved apps and storage. Do not install unauthorised software or connect unknown devices.
1. Watch for phishing, fake invoices and emails asking to change bank details. Check by phone using a number you already have.
1. Do not send Company or customer data to personal email, personal cloud storage or messaging groups without approval.
1. If you use your own phone for work, keep it locked with a PIN and updated. [Add your bring-your-own-device rules.]

Artificial intelligence (AI) tools
19.5	Do not put confidential, personal, customer, tender, pricing or safety information into public or unapproved AI tools. Approved tools are: [list or "none"].
19.6	Never rely on AI output for safety, legal, technical or employment decisions without a competent person checking it.
Monitoring
19.7	We only monitor where it is lawful, necessary and proportionate, and we tell you about it. We do not monitor in secret except in exceptional cases allowed by law, such as investigating suspected crime, and only after taking advice.
	What we use
	Why
	Used?

	Vehicle trackers and telematics
	Fleet management, lone worker safety, theft recovery, accurate timesheets and journey records
	[Yes / No]

	Dash cameras
	Road safety, insurance claims and investigating incidents
	[Yes / No]

	CCTV at the yard
	Security of plant, vehicles and fuel
	[Yes / No]

	Job and timesheet apps
	Job planning, customer records and payroll
	[Yes / No]

	Business email, devices and internet
	Security, compliance and investigating misuse
	[Yes / No]



Social media
19.8	Do not post photos or videos of customer properties, sites, colleagues or incidents without a manager’s permission. Never post anything that could identify a customer's home or security, such as a house number or a gap in a boundary hedge.
19.9	Do not harass or bully anyone online, share confidential information, or present your own views as the Company's. This applies to WhatsApp groups too.
19.10	Before taking any action about online conduct, we will consider context, privacy, freedom of expression, whistleblowing and trade union rights.
	What this means for you
A great photo of a crane-assisted removal can go on the Company page once the office has checked there is nothing showing the customer's address or house. Please do not post it on your own account first.




 20 	Expenses
	Section 20 of 26  ·  About 2 minutes to read  ·  Everyone who claims expenses

20.1	We repay reasonable expenses agreed in advance (contract clause 14). Follow these rules and our Expenses Procedure [ref].
	Expense
	Rule

	Business mileage in your own vehicle
	[__p] a mile. Home to your normal base is not business mileage.

	Fuel cards
	Company vehicles and fuel for Company plant only. Keep receipts.

	Overnight stays
	Booked by [the office] or agreed in advance. Up to [£__] a night.

	Meals on overnight or long-distance jobs
	Up to [£__] a day with receipts. No alcohol.

	Parking, tolls and congestion charges
	Claimable with receipts. Fines and penalties are not.

	Small tools or materials bought for a job
	Only with your Team Leader's agreement first.



20.2	Submit claims on [form / app] within [30 days], with receipts. [Role] approves claims. They are paid [with your next pay].
20.3	False or inflated claims are fraud and may be gross misconduct.
	Mileage rates – remove before issue
HMRC approved mileage allowance payments (AMAP) for cars and vans rose to 55p a mile for the first 10,000 business miles in a tax year (25p after that), announced May 2026 and backdated to 6 April 2026. This was the first change since 2011. Motorcycles are 24p and bicycles 20p. Paying more than the approved rate is taxable. Confirm the current rates on GOV.UK (Travel – mileage and fuel rates and allowances) before issue.




 21 	Performance and capability
	Section 21 of 26 · About 3 minutes to read · Everyone; Managers run the process

21.1	This procedure is for when someone is trying but is not meeting the standard – for example slow progress with climbing, repeated errors on paperwork, or ill-health that affects attendance. Deliberate misconduct is dealt with under Section 22.
21.2	Most problems are solved informally. Your Team Leader will explain the standard, find out why it is not being met, and agree support – training, coaching, mentoring or adjustments – and a review date.
Formal stages
	Stage
	What happens

	Stage 1
	Formal meeting. We agree a written improvement plan with clear targets, support and a review period of [4–12 weeks]. Possible outcome: a first written improvement warning.

	Stage 2
	If there is not enough improvement: a second meeting, further support, and a final written improvement warning.

	Stage 3
	If there is still not enough improvement: a meeting that may lead to redeployment, demotion (only by agreement or where the contract allows), or dismissal with notice.



21.3	At each formal meeting you can be accompanied (see 22.5), and you can appeal any outcome (see 22.12).
21.4	While your competence is being assessed, we may temporarily restrict safety-critical authorisations, such as aerial chainsaw work. This is a safety measure, not a sanction.
	What this means for you
A new climber is still not confident setting a friction device after 3 months. We would pair them with an experienced climber, book a refresher, agree targets and review in 6 weeks – long before any formal stage.




 22 	Disciplinary procedures
	Section 22 of 26 · About 7 minutes to read · Everyone; Managers run the process

22.1	This procedure follows the ACAS Code of Practice on Disciplinary and Grievance Procedures. It is not part of your contract. It applies to all employees, including during probation.
22.2	We aim to deal with issues fairly, consistently and without delay. Minor issues are usually dealt with informally – a quiet word from your Team Leader. We keep a note, but it is not a formal warning.
The steps
	Step
	What happens
	Timescale

	1. Investigation
	An investigating Manager gathers the facts: talks to you and witnesses, and looks at records, photos or tracker data. You are told what the concern is.
	As soon as possible

	2. Invitation letter
	If there is a case to answer, you get a letter setting out the allegations, copies of the evidence, the possible outcomes and your right to be accompanied.
	At least [3] working days before the hearing

	3. Disciplinary hearing
	A different Manager, where practicable, hears the case. You can respond, ask questions, present evidence and call witnesses.
	At the time set

	4. Decision
	The decision, reasons and any sanction are confirmed in writing, with your right of appeal.
	Within [5] working days

	5. Appeal
	Write to [name / role] saying why you disagree. The appeal is heard by someone not involved before, where practicable.
	Appeal within [5] working days of the decision



22.3	No decision is made before the hearing. Being investigated does not mean we think you are guilty.
22.4	If you cannot attend for a good reason, we will rearrange. If you repeatedly fail to attend without a good reason, we may decide on the evidence we have.
Your right to be accompanied
22.5	At a disciplinary or appeal hearing you can bring a colleague, a trade union representative, or an official employed by a trade union. It is your choice. A colleague does not have to agree to come but will be given paid time off if they do.
22.6	Your companion can put your case, sum up, respond on your behalf to any view expressed, and talk to you privately during the hearing. They cannot answer questions for you.
22.7	If your companion cannot make the date, suggest another time within 5 working days of the original date and we will move it.
22.8	If you need a reasonable adjustment – for example a family member or support worker, extra breaks, questions in writing beforehand, or someone to help with reading – ask us. We will agree it where reasonable.
Suspension
22.9	In serious cases we may suspend you while we investigate, on full pay. Suspension is not a punishment and does not mean we have decided. We will first consider alternatives, such as yard duties or removing a specific authorisation, keep it as short as possible and review it every [week].
Possible outcomes
	Outcome
	Normally used for
	Stays live for

	No action / informal guidance
	Allegation not proven, or a minor issue best solved by support
	Not a sanction

	First written warning
	Misconduct, where there is no live warning
	[6] months

	Final written warning
	Further misconduct during a live warning, or serious misconduct
	[12] months

	Dismissal with notice
	Further misconduct during a live final warning
	–

	Summary dismissal (no notice)
	Gross misconduct, after a fair process
	–



22.10	Instead of dismissal, we may consider demotion, a transfer or removal of an authorisation, where your contract allows or you agree.
22.11	Warnings are ignored for disciplinary purposes once they have expired, but a pattern of repeated misconduct may be considered.
Examples of gross misconduct
These are examples only. Each case is judged on its facts.
1. Theft, fraud, bribery, serious dishonesty or deliberately falsifying records (including timesheets, pre-use checks or inspection records).
1. Violence, serious threats, serious bullying, discrimination or harassment, including sexual harassment.
1. Working while seriously impaired by alcohol or drugs or having or supplying illegal drugs at work.
1. A serious or deliberate safety breach, including disabling a guard or safety device, or deliberately ignoring an exclusion zone or rescue plan.
1. Dangerous or unauthorised use of a chainsaw, vehicle, MEWP, chipper, stump grinder or other plant.
1. Deliberate harm to protected wildlife or knowingly working on a protected tree without consent.
1. Serious breach of confidentiality or deliberate misuse of personal data.
1. Serious insubordination, or deliberate damage to Company or customer property.
1. Serious unauthorised private work, or misuse of Company customers, vehicles or equipment.
1. Victimising someone for raising a concern or making a protected disclosure.

Appeals
22.12	Appeal in writing within [5] working days, saying why you think the decision was wrong – for example new evidence, an unfair process, or a sanction that is too severe.
22.13	We will hold an appeal meeting without unreasonable delay. You have the right to be accompanied. The appeal decision is final and will be confirmed in writing.

 23 	Grievance procedure
	Section 23 of 26 · About 3 minutes to read · Everyone

23.1	A grievance is a concern, problem or complaint about your work, working conditions or relationships at work. This procedure follows the ACAS Code of Practice and is not part of your contract.
23.2	Most concerns are best sorted out informally, by talking to your Team Leader. But you can raise a formal grievance at any time.
The steps
	Step
	What happens
	Timescale

	1. Put it in writing
	Write to [name / role], or to [name] if it is about them. Say what the problem is and what you would like to happen. We can help you write it down if you prefer.
	As soon as you can

	2. Grievance meeting
	We meet to understand the problem and possible solutions. You can be accompanied.
	Within [5] working days where possible

	3. Investigation
	We look into it, if needed, and talk to others involved.
	Without unreasonable delay

	4. Outcome
	We tell you the decision in writing, with any action and your right of appeal.
	Within [5] working days of the meeting

	5. Appeal
	Write to [name / role] saying why you are not satisfied. The appeal is heard by someone not involved before, where practicable. The decision is final.
	Appeal within [5] working days of the outcome



23.3	You have the same right to be accompanied as in a disciplinary hearing (22.5 to 22.8).
23.4	If you raise a grievance during a disciplinary process, we may pause the disciplinary process briefly to deal with it, or deal with together where they are linked.
23.5	We may suggest mediation if both people agree. It is voluntary.
23.6	Complaints of harassment or bullying can also be raised through the routes in Section 11.
	Tip
Keep a short note of dates, what happened and who was there. It makes a grievance much easier to deal with.



	Tribunal time limits – remove before issue
From 1 October 2026 most employment tribunal time limits rise from 3 to 6 months. Deal with grievances promptly – a slow process does not stop the clock (checked 23/09/2026).




 24 	Whistleblowing (speaking up)
	Section 24 of 26 · About 3 minutes to read · Everyone

24.1	Whistleblowing means reporting wrongdoing that affects others or the public. If you reasonably believe the information shows wrongdoing and that reporting it is in the public interest, the law protects you from being dismissed or treated unfairly for reporting it. See also our Whistleblowing Policy [ref].
What you can report
1. a criminal offence, such as fraud, theft or illegal waste dumping;
1. a failure to meet a legal obligation, such as working on a protected tree without consent;
1. danger to anyone's health and safety, such as falsified LOLER or pre-use inspection records;
1. damage to the environment, such as a fuel spill into a watercourse being covered up;
1. sexual harassment (a specific category of protected disclosure since 6 April 2026);
1. a miscarriage of justice; or
1. an attempt to cover up any of these.

24.2	Personal complaints about your own treatment are usually grievances (Section 23), unless they also affect others in the public interest.
How to raise a concern
	1
	Speak to or write to [name, role]. If it is about them, go to [Director name].

	2
	Say what you know and why you are concerned. You do not need proof – a reasonable belief is enough. Do not investigate yourself.

	3
	We will acknowledge your concern within [5] working days, look into it, and tell you what we can about the outcome.

	4
	If you are not satisfied, or cannot report internally, you can go to a prescribed person, such as HSE, the Environment Agency, HMRC or the Information Commissioner's Office.



24.3	You can raise a concern anonymously, but it can be harder to investigate. We will keep your identity confidential as far as we can.
24.4	You can get free, confidential advice from the whistleblowing charity Protect.
24.5	Anyone who victimises a whistleblower will face disciplinary action.

 25 	Leaving us
	Section 25 of 26  ·  About 3 minutes to read  ·  Everyone

Resigning
25.1	Tell your manager in writing and give the notice in your contract (clause 35). Where the contract allows, we may pay you instead of notice or ask you to stay at home on garden leave.
25.2	We will offer you a short exit conversation. Your honest feedback helps us improve.
Before your last day
Return or hand over:
	☐  Vehicle, keys and fuel card
	☐  Phone, tablet and passwords for Company accounts

	☐  Tools, climbing and rigging kit
	☐  Uniform and Company PPE

	☐  Documents and job packs
	☐  Company data deleted from personal devices



25.3	Hand over your work in an orderly way. We will never ask for passwords to your personal accounts.
Final pay
25.4	Your final pay includes everything due up to your last day, plus pay for holiday you have built up but not taken. If you have taken more holiday than you have built up, we deduct the difference (contract clause 13).
25.5	We will send your P45 after your final pay has been processed. Tell [name] if your address changes so it reaches you.
	Dismissal and the 2027 changes – remove before issue
From 1 January 2027 employees gain protection from ordinary unfair dismissal after 6 months' service, and the compensation cap is removed. Always follow a fair procedure, whatever the length of service. Take advice before any dismissal (checked 23/09/2026).



Redundancy and lay-off
25.6	If redundancies are proposed, we will consult with you meaningfully, use fair and objective selection criteria, look for suitable alternative work, and give you the right to appeal. We will follow collective consultation rules where they apply. Statutory redundancy pay is paid where you are eligible.
25.7	Lay-off or short-time working is only used where your contract allows it (clause 35.6), for as short a time as possible, and after discussing alternatives with you.
References
25.8	Only [name / role] may give references for the Company. We give [a factual reference confirming dates and job title / a fuller reference]. References will be accurate and fair.
25.9	Your duty of confidentiality, and any restrictions in your contract (clause 37), continue after you leave.

 26 	Your acknowledgement
	Section 26 of 26 · About 2 minutes · Employee and Manager

Please read the points below, ask any questions, then sign. Keep a copy for yourself.
I confirm that:
1. I have received the version of the Employee Handbook shown below and know where to find the current version.
1. I will read it and ask my Team Leader or Manager if anything is unclear.
1. I will follow the Company's lawful policies, procedures, risk assessments and instructions.
1. I understand that the handbook is non-contractual unless my contract says otherwise. Signing confirms I have received it, not that it becomes part of my contract.
1. I understand the Company may update non-contractual parts and will tell me about significant changes.

	
	Employee
	Issued by (Company)

	Name
	
	

	Job title
	
	

	Handbook version
	
	

	Signature
	
	

	Date
	
	



Keep the signed acknowledgement on the employee's personnel file for the employment plus 6 years.
Related documents
	Reference
	Document

	ARB-HR-001
	Contract of Employment

	ARB-HR-005, 006, 009
	Onboarding, Induction and Technical (Site Safety) Induction Checklists

	ARB-HR-010 to 012
	Medical, HAVS and Hearing (Noise) Health Surveillance Questionnaires

	ARB-HR-013
	Driver Authorisation Form

	ARB-HR-017
	Job Description – Core Duties

	ARB-HR-020 / 021
	Employee Development Form / Meeting Record

	ARB-POL-01
	Anti-Bribery, Corruption & Competition Law Policy

	[ref]
	Health & Safety, Driving at Work, Drug & Alcohol, Equality and Anti-Harassment, Whistleblowing, Environmental and Biosecurity Policies

	[ref]
	Employee Privacy Notice, Harassment Risk Assessment, Expenses Procedure, 48-Hour Opt-Out Agreement



Document control
	Document
	Employee Handbook (ARB-HR-002)

	Owner
	Company Director

	Approved by
	[Name, role]

	Status
	Controlled template – Live once approved

	Review
	At least every 12 months, and sooner if the law, guidance or the way you work changes



	Ver.
	Date
	Author
	Summary of changes

	1.0
	01/07/2026
	Arborella Consultancy Ltd
	Initial release

	2.0
	23/09/2026
	Arborella Consultancy Ltd
	AOS v2 rewrite: Quick guide, contacts, contents, reading times, examples. Ref corrected to ARB-HR-002; aligned with ARB-HR-001. Added ACAS-based disciplinary, grievance and capability steps, absence management, leave table, lone working, expenses, monitoring; ERA 2025 dates (harassment 30/10/2026, flexible working 2027).
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