
We inform
We answer your questions, give 
you the facts you need and talk 
through your options. You can 
then make informed decisions. 
Contact us to keep on top of what 
employment rights legislation 
means in practice – before it gets 
on top of you. Call our helpline 
08457 47 47 47 or visit our website 
www.acas.org.uk.  

We advise and guide
We give you practical know-how 
on setting up and keeping good 
relations in your organisation. 
Look at our publications on the 
website or ask our helpline to put 
you in touch with your local Acas 
adviser. Our Equality Direct 
helpline 08456 00 34 44 advises 
on equality issues, such as 
discrimination. 

We train
From a half-day session on the 
key points of new legislation or 
employing people to courses 
specially designed for people in 
your organisation, we offer training 
to suit you. Look on the website 
for what is coming up in your area 
and to book a place or talk to your 
local Acas office about our 
tailored services.

We work with you
We offer hands-on practical help 
and support to tackle issues in 
your business with you. This might 
be through one of our well-known 
problem-solving services. Or a 
programme we have worked out 
together to put your business 
firmly on track for effective 
employment relations. You will 
meet your Acas adviser and 
discuss exactly what is needed 
before giving any go-ahead. 
 

Helpline 08457 47 47 47

08456 06 16 00
Helpline for textphone users

08702 42 90 90
For ordering Acas publications
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08456 00 34 44
For questions on managing 
equality in the workplace

Order form

Acas Publications

You can also order publications 
online at www.acas.org.uk

Acas can help with your employment relations 

www.acas.org.uk



Title of publication Order Code

Codes of Practice
The authoritative view on how to follow the law in three key 
areas of employment practice

Disciplinary and grievance procedures CP01
Disclosure of information to trade unions 
 for collective bargaining purposes CP02
Time off for trade union duties and activities CP03

Codes of Practice cost £2.95 each.

Self Help Guides
Straightforward guidance on how to draft procedures

Producing a written statement G01

Producing disciplinary and grievance procedures G02

Self Help Guides cost £1.00 each.

Advice Leaflets
No-nonsense summaries of topical issues affecting 
employers and employees alike

Lay-offs and short-time working AL01
Varying a contract of employment AL02
Holidays and holiday pay AL03
Bullying and harassment at work – guide for managers 
 and employers AL04
Bullying and harassment at work – guidance for employees AL05
Internet and email policies AL06
Flexible working AL07

Free of charge.

Title of publication Order Code

Acas – how we can help you A01
A free leaflet about who we are and what we can do for you

Advisory Handbooks
Comprehensive and practical guides to the modern workplace: 
essential reference material for all companies 

Employing people: a handbook for small firms H01
Discipline and grievances at work H02
The A to Z of work H03
Full set of handbooks F01

Handbooks cost £4.95 or a full set can be bought for £14.85.

Advisory Booklets
Useful advice for every stage of your working life – 
with up-to-date information and Acas’ wealth of expertise

Job evaluation: an introduction B01
Pay systems B02
Personnel data and record keeping  B03
Absence and labour turnover B04
Recruitment and induction B05
Employee communications and consultation B06
Employee appraisal B07
Redundancy handling B08
Changing patterns of work B09
Appraisal-related pay B10
Health and employment B11
Effective organisations: the people factor B12
Supervision B13
Teamwork: success through people B14
Representation at work B15
Tackling discrimination and promoting equality B16
Full set of booklets F99

Advisory booklets cost £3.95 or a full set can be bought for £63.20.



Title of publication Order Code

Rights at work
Summaries of rights at work with helpful signposting 
to more detailed information

Discipline, grievances and dismissal RW01 
Equality and discrimination RW02
Information and consultation RW03
Parents at work RW04
Pay RW05
Time off  RW06
Trade unions and representation RW07

Free of charge.

Getting it right – guides for small firms
Pocket size guides providing vital checklists to help 
small firms “get it right” when running a business

Contracts of employment S02
Dealing with grievances S03
Discipline and grievances at work S04
Induction training S05
Recruitment and selection S06
Tackling absence problems S07
Communicating with your employees S08
Controlling labour turnover S09
Paying employees S10
Personnel records S11
Full set of guides S99

Free of charge.

Employment Equality Legislation 2003
Useful guides for employers and employees about 
recent changes in the law

Religion or belief and the workplace EEL01
Sexual orientation and the workplace EEL02

Free of charge.

Further Acas publications available free of charge are listed overleaf.

Publication name Order Code Qty Price £

  e.g The A to Z of Work H03 1 4.95

Order Form

Total
How to order
Calculate the total of your order, complete the order form and send, with payment, to:

Acas Publications, P O Box 235, Hayes, Middlesex UB3 1HF or fax to 020 8867 3225.

Alternatively you may wish to email your order instructions to acas@eclogistics.co.uk or 
telephone 08702 42 90 90.

You may pay with a cheque (crossed and made payable to Acas Publications) 
or complete the credit card form below. Normal delivery is within five working days.
For urgent requirements, please ask about our Express Delivery Service.

Payment details
I enclose a cheque for the sum of    £

Credit card orders
Card Type (please tick)

o 1. Mastercard o 2.Visa o 3.Switch Issue No ..........  Valid from .......... / .........

Card no .................................................................................  Expiry date ........ / .........

Name on card ...............................................................................................................

Card holder’s signature .................................................................................................
Card holder’s address (if different from above)

 ................................................................................................................................

 ...................................................................... Postcode .........................................  

Please complete the form and your address details overleaf.



Would you describe youself as:
An employer/manager o 
An employee/worker o 
Representative o 
Researcher o 
Media or other commentator o 
Other (please state) 

How many people are employed 
in your whole organisation?
(please tick one box only)

Which of the following best 
describes your organisation?
(please tick one box only)
Private sector (plc/other) o 
Public sector o 
Voluntary/non profit making sector o 
Don’t know o
Other (please state) 

What are the main products and/or 
services produced or provided by your 
organisation? (please tick one box only 

How would you like to hear about Acas’ 
new services and keep up to date on 
employment relations?

E-mail o   Post o   Telephone o 

Transport, post and telecommunication o 
Public services and adminstration o 
Financial and business services o 
Hotels, catering and restaurants o 
Other public services o 
Personal and recreational services o 
Other (please state)  

Title of publication Order Code

Research Papers
The latest in-depth findings on Acas services 
and major issues affecting the workplace 
(for previous research papers, check the Acas website)

Public sector disputes and third party intervention RP03
Information and consultation at work: from challenges 
 to good practices RP04
Resolving collective disputes at work: User perspectives
 of Acas collective conciliation services RP05

Free of charge.

Other Publications

Trade union recognition A02

Free of charge.

Annual Reports and Acas governance
The corporate voice of Acas – with all the facts and figures 
and how Acas staff do their jobs

2001/02 R99
2002/03 R100
Business Plan BP01
Corporate Plan CRP01

Free of charge.

Prices are subject to change.  For visually impaired people, 
advisory handbooks and advisory booklets are available in cassette 
form. Please telephone 08702 42 90 90 for details.

A full list of our publications is available on the Acas website at 
www.acas.org.uk or call Acas Publications on 08702 42 90 90 
for further information.

Acas may wish to use this information to contact you about products and services 
of specific interest to you. Acas will not pass your information to a third party.

If you do not wish to receive these communications from us, please tick this box: o  

Your address details (PLEASE USE CAPITALS)

 Name .................................................................................................................

 Address .................................................................................................................

  .................................................................................................................

  .................................................................................................................

  ....................................................... Postcode ........................................

 Daytime tel ..............................................................  Date ........................................

 E-mail .................................................................................................................

Manufacturing o 
Tourism o 
Legal o 
Utility supply o 
Health service o 
Creative o 

Construction o 
IT services o 
Accountancy o 
Fire or police o 
Education o 
Retail & wholesale o 

Fewer than 5 o 
10 – 24 o 
50 – 99 o 
251 – 500 o 

5 – 9 o 
25 – 49 o 
100 – 250 o 
more than 500 o 


