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Tool 2: Employment Law Starter Checklist for SMEs
What you need to get right — without becoming an HR expert

Purpose:
To help SMEs understand the legal basics of employing someone — clearly, calmly, and without overwhelming.
Before the Employee Starts
[bookmark: Check1]|_| Right to work check completed – via approved routes 
|_| Job offer confirmed in writing
|_| Start date and time agreed
|_| Employers liability Insurance cover
|_| Pay rate confirmed (meets NMW/NLW/apprentice rate)
|_| Send a new starter form to capture key information:
Home address and contact details
Date of birth
Emergency contact details
Bank details
Any medical conditions or disabilities
Contract & Pay
|_| Written contract or statement of employment issued (retain a signed copy)
|_| Pay frequency agreed (weekly / monthly)
|_| Payroll set up
|_| Payslips provided
|_| P45 provided
Working Time & Leave – in contract 
|_| Working hours agreed
|_| Breaks explained
|_| Annual leave entitlement explained
|_| Bank holidays clarified


Health, Safety & Wellbeing
|_| Health & safety induction completed
|_| Risk assessment  for workplace completed (where relevant)
|_| PPE or equipment provided (if needed)
|_| Clear reporting route for concerns
|_| Display Screen Equipment (DSE) assessment completed (for computer users)
Equality & Fair Treatment
|_| No discrimination in pay, treatment, or opportunity
|_| Clear expectations and standards explained
|_| Reasonable adjustments considered if required
Signpost Mandatory & Key Policies (to employee)
|_| Grievance Procedure/Policy (Mandatory)
|_| Disciplinary Procedure/Policy (Mandatory)
|_| Health & Safety Policy (Mandatory if you have over 5 employees)
|_| Data Protection Policy (Demonstrates compliance with GDPR) 
|_| Sexual Harassment Awareness Policy (demonstrates compliance with mandatory duty to prevent sexual harassment)
Pensions & Statutory Pay
|_| Pension auto-enrolment assessed
|_| Pension information provided (if eligible)
|_| Sick pay and process explained
For Apprentices (If Applicable)
|_| Apprenticeship agreement in place (signed copy retained)
|_| Training provider confirmed
|_| Time for off-the-job training agreed
|_| Apprentice pay rate applied correctly


Support & Advice (You Are Not Alone)
SMEs can get free or low-cost advice from:
ACAS – employment basics and helplines
Gov.uk – pay, contracts, and apprenticeships
HR support – when issues feel complex, for example from an HR Consultant or HR advice service.
The Health & Safety Executive

Reassurance 
“You don’t need to get everything perfect - you just need to get the basics right and ask for help when needed.”
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