in this section

section.

People power

Hiring people

1 Before you begin/Equal opportunities ........... 88
2 Finding therightperson....................... 89
3 Deciding who tointerview . .................... 90
4 Theinterview ..... ... .. .. . i 91
5 Making the offer of employment................ 92
6 Welcoming your new employee/

Temps and contractors. . ....................... 93

Employing people

What to include in your Staff Handbook. ............ 94
Payingyourstaff....... ... .. .. ... . i 95
Family-friendly working .......................... 96

Managing people

Building yourteam ....... . ... ... L. o7
Keeping the right information..................... 98
Staff appraisals . .......... ... . 99
Expert opinion - John Herbert

How to harness your people power ............ 100
Training for SUCCESS ... .o 101
NVQsand lIP. ... ... . i 102
Pensions - Holiday entitlement ................... 103

Expert opinion - Catherine Parsons

Managing absence....... .. .. . Lol 104
Expert opinion - Richard Carter

Mediation ...... ... . ... 105
You're an employee, too!/
Illegal immigrants. . ........... .. ... ... .. ...... 106
HR jargonbusted ........ .. ... .. ... ... . ... 107
Business spotlight

Moorland Adventure . ...... ... ... L. m
Resources for your business . . ................... 12
Quiz

What makes a business succeed? . .............. 16

Thank you to ACAS

Much of the information in this section is based on ACAS
publications, many of which can be downloaded free from:

www.acas.org.uk

ACAS aims to improve working life through better employment
relations, providing up-to-date information, independent advice,
and training. ACAS works with employers and employees to solve
problems and improve performance.
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