Model Policy Pack

Employment & Working Practice 2007
Prepared and compiled by the Pay & Employment Rights Service (PERS)
This project was originally funded by Neighbourhood Learning in Deprived Communities (NLDC). The 2007 update by PERS is funded by Capacity Builders, in partnership with Bradford CVS. 

Contents 

Policies and procedures

1. Written Statement of Employment Particulars 
 

2. Freelance and Independent Work Contract of Engagement

3. Equality & Diversity Policy

4. Health & Safety Policy (including workplace stress, manual handling, computer work stations, working alone, etc) with model Key Dates and Risk Assessment Action plan

5. Maternity, Paternity & Parental Leave and Pay (including time off for dependants, adoption and flexible working) – with examples of contractual benefits
6. Grievance Procedure

7. Disciplinary Procedure

8. Absence Management Policy – with examples of contractual benefits
9. Work-life Balance policy

10. Redundancy Procedure

11. Recruitment & Selection Policy

12. Induction Policy and Procedures

13. Performance Management policy (Supervision, appraisal training and development)

14. Capability policy

15. Private Telephone and Internet Use

Personnel Forms

1. Sickness Absence Recording Form

2. Self certification form for sickness of 7 days or less

3. Time Recording Sheet 

4. Staff Holiday Sheet 

5. Expenses Claim Form

6. Mileage Claim Form

7. Model probationary review checklist

8. Model supervision meeting recording form

9. Model “narrative” appraisal checklist

10. Model “performance rating” appraisal form

11. Model individual staff training and development record

12. Application form for Flexible Working

13. Model letters for seeking medical reports
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