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Introduction
Welcome to Moonlight Homecare Ltd.
This handbook provides information and guidance on our expectations of you as an employee. Please read it carefully. If you have any queries, contact the Registered Manager. This handbook complements your statement of employment, induction training, and all policies provided electronically and in paper form.
It is a guide only and does not replace formal monitoring and supervision mechanisms but supports them.

Equality and Diversity Statement
Moonlight Homecare Ltd is committed to equality and diversity in all areas of work. Everyone, regardless of background or circumstances, is welcomed, respected, and treated professionally. Staff are ambassadors for the organisation, and professionalism ensures the reputation and growth of our services.
For and on behalf of the organisation:
Nassir Hassan

EMPLOYEE HANDBOOK PART 1
1. General Terms of Employment
1.1 Remuneration
· All staff (except office staff) are paid fortnightly in arrears upon submission of a completed, authorised timesheet. 
· Timesheets must be legible and submitted before the payroll deadline (Sunday to Saturday). 
1.2 Probationary Period
· All staff undergo a 12-week probationary period. 
· Competency will be assessed through Care Certificate Induction Standards 1–15. 
1.3 Holiday Entitlement
· 5.6 weeks per year, pro rata: 
· 5-day worker: 28 days 
· 4-day worker: 22 days 
· 3-day worker: 17 days 
· 2-day worker: 11 days 
· 1-day worker: 6 days 
· Holidays require at least 4 weeks’ notice and must be authorised in advance. 
1.4 Sickness and Absence
· Notify absence as soon as possible via telephone. 
· Self-certification for absences up to 7 days. 
· Fit note required for absences longer than 7 days. 
1.4.1 Returning to Work
· Return-to-work interview with manager to discuss absence and fitness to work. 
1.4.2 Unacceptable Levels of Absence
· Manager will investigate excessive absence. Medical reports may be required for underlying health conditions. 
1.4.3 Payment whilst away from Work, Sick, or Injured
· Contractual and statutory sick pay (SSP) will be paid as applicable. 
· SSP eligibility requires submission of self-certification or medical certificates. 
1.5 Monitoring and Accountability
· Staff must adhere to Skills for Care codes and organisational policies, including social media use. 

2. Training and Development
· Mandatory induction and Care Certificate training before duties. 
· Continuous professional development (CPD) and vocational units as per Skills for Care. 
· Nursing staff to comply with NMC CPD requirements. 
· Regular supervision and annual appraisal provided. 

3. Statement of Employment
· Review your contract carefully and report any errors. 
· Any criminal convictions during employment must be disclosed immediately. 

4. Grievance and Disciplinary Matters
· Fair and equal treatment will be ensured through established procedures. 

5. Policies and Procedures
· All employees must read and understand the organisation’s policies. 
· Policies are referenced during induction, staff meetings, and training. 

EMPLOYEE HANDBOOK PART 2
1. Confidentiality
1.1 Sources of Confidential Information
· Confidential information includes: acquired during employment, relating to service users or business, and not public. 
1.2 Examples
· Service user and employee personal information 
· Operating procedures not public 
1.3 Breaches
· Breaches may result in disciplinary action. Exceptions apply for criminal activity or imminent danger. 

2. Safeguarding
2.1 ID Badges
· Must be worn at all times and presented when requested. 
2.2 Handling Service Users’ Money
· Only as part of care plan; transactions recorded appropriately. 
2.3 Acceptance of Gifts
· Gifts must comply with organisational policy. 
2.4 Statements to Relatives
· Information shared only as authorised by service user. 
2.5 Abuse or Harm
· Duty of care to report any suspected abuse. 

3. Staff Guidance
3.1 Standard of Dress
· Professional attire required; ID badge visible; no jeans or trainers. 
3.2 Smoking Policy
· No smoking in service user homes, vehicles, or company buildings. 
3.3 Infection Control
· Hand hygiene mandatory; gloves, aprons, and masks provided. 
· Cuts covered; report infectious diseases. 
3.4 Pets
· Maintain infection-control procedures when handling pets. 

4. Alcohol and Drugs
· Illegal drug or alcohol use at work will lead to suspension and disciplinary action. 

5. Mobile Phones
· Limit use to emergencies; avoid use in service user homes. 

6. Working with Service Users
6.1 New Employees
· Duties assigned after induction and competency assessment. 
6.2 Spot Checks
· Random spot checks conducted; results discussed in supervision. 
6.3 Recording
· Document all tasks, MAR charts, attendance, incidents, and reports. 
6.4 Tasks
· All tasks in care plan must be completed; inform office if unable. 
6.5 Medication
· MAR charts must be completed accurately; training provided. 
6.6 Basic Life Support
· Assess and act calmly in emergencies; summon help as needed. 
6.7 Moving and Handling
· Only after certified training; mandatory as part of induction. 
6.8 Risk Assessments
· Mandatory; must be read and implemented. 

7. Death of a Service User
· Notify office and GP; follow professional and cultural protocols. 

8. Challenging Behaviour
· Follow organisational policies for safe management. 

9. Whistleblowing
· Report unsafe practice; adhere to Whistleblowing Policy. 

10. Complaints and Compliments
· Encourage service users to provide feedback; share compliments with staff. 
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