Tanjong Pantry Supplies: staff handbook
This handbook is a made-up example for Glints' AI guides. Tanjong Pantry Supplies is not a real company. Last updated 1 March 2025.
1. About us
Tanjong Pantry Supplies roasts its own coffee and sells coffee, tea, syrups, dry goods and packaging to cafes, restaurants, food factories and trading companies across Singapore.
We have 10 staff: 4 in sales, 3 in the warehouse and roastery, 2 drivers and 1 in the office. Aisha Rahman leads sales, Ravi Kumar runs the warehouse, and Siti Hassan runs the office.
2. Working hours
Office and sales staff work Monday to Friday, 9am to 6pm, with one hour for lunch.
Warehouse staff and drivers work Monday to Friday, 7am to 3pm, and one Saturday in three. Ravi posts the Saturday rota every Thursday.
A Saturday shift is paid at 1.5 times your hourly rate. Overtime on a weekday is also paid at 1.5 times, and Ravi or Aisha must approve it before you start.
If you will be late, message your manager before your start time.
3. Probation and notice
New staff are on probation for 3 months. During probation, either side can end the job with 1 week's notice.
After probation, the notice period is 1 month. Resign in writing by email to Siti, and copy your manager.
4. Public holidays
Singapore has 11 public holidays a year, and we close on all of them.
If a public holiday falls on a Sunday, we close on the Monday after.
If your rota puts you on shift on a public holiday, you get one extra day of pay or one day off in lieu. You choose which.
5. Annual leave
Full-time staff get 14 days of annual leave a year, plus 1 more day for each full year of service, up to 21 days.
Apply for annual leave in the HR app, TP People, at least 5 working days ahead. For 3 days or more, apply 4 weeks ahead.
You can carry up to 5 unused annual leave days into the next year. Use them by 31 March, or they lapse.
Sales staff should not take leave in December, our busiest month.
6. Medical leave
After 3 months with us, you get 14 days of paid outpatient medical leave a year, and up to 60 days of hospitalisation leave a year. The 60 days include the 14 outpatient days.
On the morning you are sick, message your manager before your start time.
Upload the medical certificate in TP People within 2 working days. Without a certificate, the day counts as unpaid leave.
A visit to the doctor is covered up to S$40 a visit. Claim it in TP People with the receipt.
7. Family leave
Maternity, paternity, shared parental and childcare leave follow the Ministry of Manpower's rules. Siti can tell you how many days you get and help you apply.
Tell Siti about maternity or paternity leave at least 1 month before it starts.
8. Claims
You can claim for taxi or Grab rides on company work, up to S$30 a trip. Rides home after a shift that ends after 10pm are also covered.
Parking for deliveries and customer visits is covered in full. Keep the parking receipt or the app screenshot.
Client meals are capped at S$40 a person. Anything above that needs your manager's approval before the meal.
Submit every claim in TP People within 30 days, with a photo of the receipt. Claims older than 30 days are not paid.
Your manager approves claims. Claims approved by the 20th are paid with that month's salary. Claims approved after the 20th are paid the month after.
9. Customer WhatsApp rules
Use the company WhatsApp Business number for customers, never your personal number.
Reply to customer messages within 2 hours during working hours.
Do not promise a delivery date until the warehouse confirms stock.
Any discount above 5% needs Aisha's approval before you offer it.
Never send a customer's price list to another customer.
Do not send invoices or statements over WhatsApp. Siti emails them from the accounts address.
10. Deliveries
Orders received by 3pm are delivered the next working day. Orders received on Saturday are delivered on Monday.
Drivers take a photo of every signed delivery order and upload it before the end of the shift.
Damaged goods are reported to Ravi on the same day, with photos.
A customer who wants to return goods must tell us within 7 days of delivery.
11. Who to ask
Leave, claims, pay and TP People: Siti Hassan, office manager.
Rotas, stock and deliveries: Ravi Kumar, warehouse manager.
Prices, discounts and customers: Aisha Rahman, sales manager.
IT and passwords: Siti Hassan.




