
 

10 TOP TIPS 

 

1. The importance of effective appraisals: 

Effective appraisals are useful for both employers and employees as they help flush 
out any issues. Further, appraisals can be relied upon to support business 
decisions such as selections for redundancies.  Employers should provide 
appraisers and those being appraised with training so that both parties are aware of 
what is expected and can ensure that the appraisal process is carried out in a 
meaningful and useful manner.  Appraisals should take place annually, with copies 
of the appraisal report kept by employees and the employer. 

2. Keeping written records: 

Keeping contemporaneous notes of business decisions and meetings with staff 
members can provide a useful paper trail if later required to provide an explanation 
to a court or tribunal.  

3. Training of staff on policies and procedures: 

All members of staff should be made aware of an employer’s policies and 
procedures to ensure compliance.  Given that employment law is ever changing, 
policies and procedures should be reviewed periodically to make sure they are 
legally compliant 

4. Notify staff of the risks: 

All members of staff should be aware of the ramifications of not complying with an 
employer’s policies and procedures.  Members of staff should be made clear that 
discrimination claims, can be brought against an individual.  Further, staff should be 
made aware of the breadth of disclosure obligations and that they should think 
carefully about the things they put in writing or in emails. 

5. Policies should be enforced: 

Whilst having policies in place, it is also of the upmost importance to ensure that 
policies are actually adhered to. For instance, if an organisation has an equal 
opportunities policy in place but is lackadaisical in addressing complaints of 
discriminatory conduct, this minimises the benefit of having a policy in place and 
could nullify any statutory defence for vicarious liability in respect of discriminatory 
acts carried out by employees.   

6. ACAS pre-action conciliation: 

Following the change in law on 6 April 2014 which made it mandatory for certain 
claims in relevant proceedings to go through the process of early conciliation via 
ACAS, HR personnel should be trained on these new procedures and employers 
should be encouraged to consider settlement options from an early stage.  



7. Equality of treatment: 

As far as possible it is important for organisations to deal with any employment 
complaints in a consistent manner.  Doing so should help with minimising the risk of 
complaints of victimisation or bias. 

8. Avoid putting off dealing with difficult issues: 

Although an understandable trait, it is important for organisations to deal with any 
workplace difficulties head on to avoid matters festering and later becoming more 
difficult to address. 

9. If in doubt, ask: 

Obtaining legal advice and medical advice can really assist with disputes with 
employees and getting advice early on can help smooth potentially difficult matters. 

10. When it is all over: 

De-briefs are crucial.  It is vital to understand what went wrong and why so that you 
can ensure the same issues don’t crop up again.  Even if you won, are there 
learning points for the organisation? 
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