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Employee Welcome Pack

This is an abridged version of the employee handbook and does not constitute
the full terms and conditions of employment. The aim of this abridged

handbook is to provide an overview of the key points in a succinct manner to
aid in your induction to the company.

Ensure that you read and understand the full handbook and contract.

Welcome Pack Checklist

Role Description
Contract
New Starter Form
Medical Questionnaire
H&S Policy (sign and attach to contract)
Quality Policy (sign and attach to contract)
Employee Handbook (please return once read)
PPE Issued
H&S Induction

What does Good look like at Foresso? 2

Your Employment With Us 3
Holidays 3
Attendance Guide 3

Behaviour at Work 4
Phones 4
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What does Good look like at Foresso?

Clear Communication
Communicating clearly and confidently to have a positive influence
on others.

Open
Being flexible in response to business requirements and embraces
change as a new challenge.

Team Player
Cooperating with others and offering support to achieve the best
results for the business.

Planning Ahead Looking to the future to ensure our continued success.

Efficiency Working as efficiently as possible to maximise productivity.

Problem Solving
Finding constructive solutions to resolve issues independently and
taking accountability.

Dedicated to Quality Take pride in delivering work to high standards.

Your Employment With Us

Here’s what the first few months of your employment will look like:

- 3 month training period followed by a work review.
- Your pay is paid on the last working day of the month into the bank account of your choice.
- If we do not consider you suitable for the role during the training period then you will be paid up to

and including the day that we give you notice.

What do we expect from you?

- You must take on board and follow the values we have outlined above.
- You must clock in and out every day.
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- If you are going to be late to, or absent from, work you must notify your supervisor before work
starts.

- Work consistently all day, this is the trade for the 4 day week!
- Ask about anything you don’t understand or are unclear about.

Holidays

Your annual holiday entitlement, including public/bank holidays, are detailed in your contract. Here are
some guidelines for using your holiday time:

Do

- Book well in advance wherever possible.
- Be clear about your dates.
- Ask if you are unsure about anything.
- Submit your request through the online holiday request form.

Don’t

- Book anything before you’ve had the request approved.
- Leave excess holiday time until the end of the year, it doesn’t carry over.
- Forget that you need to allocate some days to take over Christmas/New Years.

Attendance Guide

As a 4 day week company we offer a better work life balance and more time off in exchange for
consistent work throughout the day. Here are some guidelines to get you started:

- Arrive at work in good time before the start of the day to get ready.
- If you are going to be late, or absent, notify the supervisor before work starts.
- Bring lunch and snacks with you, there is generally not enough time in breaks to leave the site.

The job is physically demanding so make sure you have enough energy by eating right!

If you are going to be absent due to sickness/injury you must communicate with us about it.

- Up to 4 days, no sick note required.
- 4 days or more, sick note required from your GP.

For full information about our attendance policies please ask the Workshop Supervisor.
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Behaviour at Work

We have worked hard to create a supportive and constructive working culture where everyone feels
welcome. We appreciate that many working environments that you may have been in can be quite
different from ours and so we have some guidance to help.

- While conversation and joking is ok, you must be aware of what may or may not be appropriate.
- We do not condone “banter” or other behaviour that is at the expense of others.
- If you see someone struggling, help them.
- If you see someone not pulling their weight, say something in a constructive manner.
- If you see H&S not being followed, say something.

Phones

You can
- Listen to music while you work, using headphones that do not interfere with your ear defenders.

You cannot
- Use phones for personal reasons during work hours
- Use social media or other non work-related apps

If you are listening to music it must be quiet enough that you can hear if you are called. If phone usage
becomes an issue during the working day you will be required to keep it in your locker.
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Health and Safety Statement

Our Company is committed to, and accept, our responsibilities for ensuring, so far as is reasonably
practicable, the health, safety, welfare and wellbeing at work of all employees and to ensuring that the
Health and Safety of visitors, contractors and the general public are not affected as a result of the
activities of our Company. This is fully in keeping with the requirements of the Health and Safety at Work
etc. Act 1974 (HASWA), and other relevant legislation.

We take safety seriously and we will set clear action plans to improve our performance. Everybody in the
company must ‘play their part’ so if you see something that is unsafe, ‘don’t walk by’, take appropriate
action. Remember that Health and Safety is not just the responsibility of management, but for everyone
who works for the Company.

Under no circumstances should you take any action which may compromise the health or safety of
yourself or others.

Quality Statement

We are a manufacturing business focussed on sustainable panel materials based in Birmingham, UK. We
are dedicated to the ongoing quality of our products and services.

We will:

- Operate in line with the requirements of the ISO 9001 Quality standard.
- Comply with customer’s requirements, legal requirements, technical standards, and our

contractual obligations.
- Measure our performance.
- Make it clear to all people who work on our behalf their personal responsibilities and obligations.
- Continually improve our business and the ISO management system.

Name

Signed

Date
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