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Author
Paul - H&S Manager

Hi Everyone,
Please read and acknowledge our latest H&S notice.
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Issue important 
information quicker
Read & Sign allows you to easily create new notices and send com-
pany updates in a few clicks, attaching supporting documents for 
employees to read.

Track document acknowledgements and signatures, download 
reports, create custom distribution lists, assign managers as group 
leaders, and turn your policymakers into authors. 



Production

Warehouse Safety
Mail Order

Returns

Goods-In

Production

Logistics

Alex Hawkins
James Evans
Diego Ramirez
Ryan Jones
Janice Webb
Priya Patel

Reach all the 
right colleagues 
in a few clicks

Groups
Set up custom groups to reflect 
your existing departments, 
and assign departmental 
managers as group leaders for 
clear oversight and improved 
engagement tracking.

Categories 
Create custom categories, like 
‘Health & Safety’, and choose 
exactly which teams or 
individuals receive updates. 

Assign dedicated authors 
to each category so content 
always comes from the 
subject-matter expert.
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Group       U nack Rate %

Lowest Group Acknowledgement Rates

Bradley Livers    38%
Penelope Jones   34%
Owen Williams   31%
Wilson Adams    2 8% 
Carol Rivers    26%
Nadia Davies    24%

Author      Unack Rate %

Lowest Author Acknowledgement Rates

Gill Roberts    38%
Jeremy Thompson   34%
Travis Perks    31%
Simon Evans    28% 
Harriet Dee    26%
Will Turner    24%

Data dashboard 
and reporting

Dashboard
Stay informed with real-time 
data from your Read & Sign 
dashboard, including:

•  Acknowledgement Rates

•  �Author Engagement 
Performance

•  Group Activity & Compliance

Detailed Reporting
Download detailed Excel 
reports to review company-wide 
engagement and performance.

Group leaders receive automated 
reports to stay informed and 
keep their teams on track.



Guarantee 
information
is understood

Question builder
Create engaging quizzes using 
multiple formats – single select, 
multi select, and free text.

Make critical questions 
mandatory to ensure 
compliance and reinforce  
key knowledge. 

•  Knowledge Tests

•  Custom Quizzes

•  �Conduct Anonymous 
Surveys

•  Gather Feedback 

Health & Safety Notice.pdf

Which of the following is an 
example of a warehouse hazard? 1.

Mandatory?

Employee Engagement Survey

How clear are HR 
communications you receive?

Very
clear

Somewhat
clear

Very 
clearClearNeutral

?



Custom documents 
& notice templates

Templates
Build a shared library of 
templates your team can 
access anytime.

Quickly resend frequently 
used documents and 
effortlessly update templates 
to keep everything current.

PDF Editor
Build sophisticated, fully 
customisable forms directly 
within Read & Sign.

Seamlessly transition existing 
paper forms to digital 
templates – or create new 
ones anytime, anywhere.

Edit 

Who can edit this Template?

Selected Categories

Health & Safety

Project Management

Corporate

HR

Use Template

Name          Date

Job title          Department

Do you Þnd your work meaningful?

Do you Þnd your work challenging?

Do you feel like youÕre paid fairly?

Do you feel you have opportunities

Do you get the training required?

Are you happy at work?

Yes          N/A       No

How could we make working here better?

Signature

Workplace Satisfaction Survey
Are you happy at work?

LEAVE OF ABSENCE FORM

Department  

First Na me

Employee ID  

Last Nam e 

Start Da te

Unpaid Leav e

Reason 1

Reason 2

Reason 3

Reason 4

Reason 5

Reason 6

Paid Leav e

End Date  

Return on:  

This form is to place an employee on a non-disability leave of absence . 

1. Employee Informatio n

2.  Leave informati on

3.  Return from lea ve

LTD Leav e

Select one of the followi ng

Return same month leave bega nChoose on e:

Reason for leave (select on e)

Comment s:

Authorised Department Signatur e Authorised HR Signatur e

Contract of Employment
 This contract of employment is between                                          
(hereinafter referred to as ÔEmployerÕ) and Mr / Mrs / Miss                                      
(hereinafter referred to as ÔEmployeeÕ) on                                          (date)  
under the terms and conditions of the employment below:  

1. C
o

2.  Position and     
     Section Employe d

^ until either party terminates the contract
^ for a Þxed contract period of  
  *days / month(s) / year(s), ending on

3.  Place of Work

4.  Working Hour s

Employee Signatur e

5.  Wage s
 (a) Wage rat e

From                  hours to                  hour s
(                   days per week )

Basic wage of £                       per* hour/ day/ mont h

^ OR Salary of £                       per* year
Meal allowance of £               per* day/ mont h
Travelling allowance of £               per* day/ mont h
Others (e.g commission)  

Congratulations on your new exciting role. Please contact a member of  
the HR team if you have any questions about the above details. Further  
information is outlined in the sections following this page. Once youÕv e 
carefully read everything, please sign your name here:



Digital signatures 
for internal and 
external users

Online Signatures
Get signatures from internal 
teams and third parties with 
ease. Access and download 
signed documents instantly.

Enjoy advanced security 
features that verify the 
authenticity and integrity of 
every document.

Counter Signatures
Add an extra layer of approval to 
your agreements, ensuring they’re 
doubly secure and fully verified.

dd/mm/yy dd/mm/yy

Sent
14/03/24

Signed
16/03/24

View Document



Send instant SMS 
alerts to all staff

Recipients

Returns

Warehouse/Managers

Mail Order

Goods-in

Communicate Offline
Ensure important information 
reaches all individuals, regardless 
of location or connectivity.

Emergency SMS alerts keep people 
safe when it matters most.

Custom Distribution
Send alerts to entire 
departments, specific groups, 
or select individuals – quickly 
notifying everyone who needs 
to know.



Any place, time, 
device or platform

Read & Sign is optimised  
for use across mobile, tablet 
and desktop devices, giving 
on-the-go access. 
Our infrastructure is secure and 
monitored 24/7, encrypted to 
secure traffic, and spread across two 
geographically separate data centres.

We are certified and maintain the standards 
of ISO 27001 and ISO 9001. 

AWS are also certified and comply with:

•  SOC 1/ISAE 3402, SOC 2, SOC 3

•  FISMA, DIACAP, and FedRAMP

•  PCI DSS Level 1

•  ISO 9001, ISO 27001, ISO 2708



Your support,
our priority. 
Empowering businesses since 2009
At Keyzo, we partner with you to understand your unique challenges and 
deliver reliable solutions tailored to your needs. Count on us to help you do 
more, every step of the way.

On-call 24/7 
tech support
www.keyzo.co.uk

99.95% UP TIME
GUARANTEE

Alternatives

SOME

99.95% up time guarantee

Manage your subscription online

Dedicated success manager

Regular feature releases

On-call 24/7 tech support

Unlimited signatures

Read & Sign



“All the functionality we were after”

“Very easy to use and useful tool”

Trusted by 

+44(0)1472 269 243 | info@keyzo.co.uk | keyzo.co.uk

Concorde House, Kirmington, North Lincolnshire
DN39 6YP, United Kingdom

Get in touch

Only product we could find that dealt with 
document compliance in the way we envisaged 
Chris Tourell | 

“
”


