
 
Practical, Prompt, Professional HR Solutions 

Copyright Complete People Management 2003 - 2010 
Updated June 2010 

 

CONTENTS – FORMS 
 

1 Introduction and Feedback Questionnaire 
 
 
2 Recruitment and Selection 

 
CODE DESCRIPTION LAST 

UPDATED 
NUMBER 
OF PAGES 

ABF Advert Booking Form June 2010 1 
AF Application for Employment June 2010 4 
DQ Driver Questionnaire June 2010 1 
CEF Confidential Employee File June 2010 1 
IAL Interview Arrangements Log June 2010 1 
IRF Interview Record Form – Non-

Management 
June 2010 4 

IRFM Interview Record Form – Management June 2010 4 
JS Job Specification/Person Specification June 2010 1 
LA Life Assurance June 2010 1 
PD Personal Details June 2010 1 
RFQ Recruitment Feedback Questionnaire June 2010 2 
TRR Telephone Reference Record June 2010 1 
EOM Equal Opportunities Monitoring June 2010 1 
RPPRM Record of Probationary Period Review 

Meeting 
June 2010 6 

 
 

3 Contracts of Employment 
 

CODE DESCRIPTION LAST 
UPDATED 

NUMBER 
OF PAGES 

ARBCMAL At Risk Business Case Briefing Session 
Attendance Log 

June 2010 1 

ARBCMPM Record of At Risk (Business Case 
Presentation) Meeting 

June 2010 5 

ARCM Record of At Risk Consultation Meeting June 2010 5 
ARPFNM Record of At Risk (Potential Formal 

Notice) Meeting 
June 2010 4 

ARFM Record of At Risk Final Meeting June 2010 5 
 
 

4 Attendance Management 
 

U

4.1 Sickness Absence
 

U 

CODE DESCRIPTION LAST 
UPDATED 

NUMBER 
OF PAGES 

ACL Absence Call Log June 2010 1 
SCF Self-Certification Form June 2010 1 
MQA Medical Questionnaire Agreement June 2010 1 
RTWI Return to Work Interview June 2010 3 
FHV Record of First Home Visit June 2010 3 
HVRR Home Visit Review Record June 2010 4 
HVPFM Record of Home Visit (Potential Final 

Meeting) 
June 2010 5 

U 

 
4.2 Holidays 

CODE DESCRIPTION LAST 
UPDATED 

NUMBER 
OF PAGES 

AH Application for Holiday Leave June 2010 1 
U 

 
 
 
 
 



 
Practical, Prompt, Professional HR Solutions 

Copyright Complete People Management 2003 - 2010 
Updated June 2010 

4.4 Special Leave 

 
 

CODE DESCRIPTION LAST 
UPDATED 

NUMBER 
OF PAGES 

ASL Application for Special Leave June 2010 1 
U 

 
4.5 MaternityU 

 
 

CODE DESCRIPTION LAST 
UPDATED 

NUMBER 
OF PAGES 

NANCA Notification of Ante-Natal Care 
Appointment 

June 2010 1 

90% How to Calculate 90% of Earnings June 2007 1 
PMLM Pre Maternity Leave Meeting June 2010 2 

 
4.6 PaternityU 

CODE DESCRIPTION LAST 
UPDATED 

NUMBER 
OF PAGES 

APL Application for Paternity Leave June 2010 1 
PPLM Pre-paternity Leave Meeting June 2010 2 

U 

 
4.8 AdoptionU 

CODE DESCRIPTION LAST 
UPDATED 

NUMBER 
OF PAGES 

AAL Application for Adoption Leave June 2010 1 
PALM Pre-adoption Leave Meeting June 2010 2 

U 

 
4.9 Parental LeaveU 

 

CODE DESCRIPTION LAST 
UPDATED 

NUMBER 
OF PAGES 

APL Application for Parental Leave June 2010 1 
RPLM Record of Parental Leave Meeting June 2010 4 
PPLM Pre-parental Leave Meeting June 2010 1 

U 
 

 
4.10 Family EmergencyU 

CODE DESCRIPTION LAST 
UPDATED 

NUMBER 
OF PAGES 

RDETO Record of Dependant Emergency Time 
off 

June 2010 1 

 
4.11 Flexible WorkingU 

CODE DESCRIPTION LAST 
UPDATED 

NUMBER 
OF PAGES 

AWF Application to Work Flexibly June 2010 2 
AETLCRWF Application to Extend Time Limit to 

Consider Request to Work Flexibly 
June 2010 1 

RWFRM Record of Flexible Working Request 
Meeting 

June 2010 6 

AWFDN Application to Work Flexibly Decision 
Notification 

June 2010 1 

RFWAM Record of Flexible Working Appeal 
Meeting 

June 2010 6 

U 

 
4.12 Absence without PermissionU2 

 

CODE DESCRIPTION LAST 
UPDATED 

NUMBER 
OF PAGES 

RWTIAWP Return to Work Interview Absence 
without Permission 

June 2010 2 

 



 
Practical, Prompt, Professional HR Solutions 

Copyright Complete People Management 2003 - 2010 
Updated June 2010 

 
5 Performance Management 

 
5.1 Performance AppraisalsU 

CODE DESCRIPTION LAST 
UPDATED 

NUMBER 
OF PAGES 

AFNS Appraisal Form – New Starter June 2010 3 
AF Appraisal Form June 2010 10 
TRF Target Review  June 2010 3 
AAQ Appraisal Analysis Questionnaire June 2010 2 
PDP Personal Development Plan June 2010 3 

U 

 
5.2 Succession PlanningU 

 

CODE DESCRIPTION LAST 
UPDATED 

NUMBER 
OF PAGES 

SP Succession Plan September 
2007 

1 

LQ Leadership Questionnaire June 2010 2 
LQS Leadership Questionnaire Summary June 2010 1 
RCM Risk Contribution Matrix September 

2007 
1 

 
 
6 Discipline and Grievance 
 

U 
6.1 InvestigationsU 

CODE DESCRIPTION LAST 
UPDATED 

NUMBER 
OF PAGES 

RIM Record of Investigatory Meeting June 2010 7 
ERIM Example Record of Investigatory Meeting January 2008 3 
RWSM Record of Witness Statement/Meeting June 2010 2 

U 

 
6.2 CounsellingU 

CODE DESCRIPTION LAST 
UPDATED 

NUMBER 
OF PAGES 

RCM Record of Counselling Meeting June 2010 3 
U 

 
6.3 DisciplineU 

 

CODE DESCRIPTION LAST 
UPDATED 

NUMBER 
OF PAGES 

RDM Record of Disciplinary Meeting June 2010 8 
RDAM Record of Disciplinary Appeal Meeting June 2010 8 

U 
 

6.4 SuspensionU 

 

CODE DESCRIPTION LAST 
UPDATED 

NUMBER 
OF PAGES 

RS Record of Suspension June 2010 1 
U 

 
6.6 GrievanceU 

CODE DESCRIPTION LAST 
UPDATED 

NUMBER 
OF PAGES 

RGM Record of Grievance Meeting June 2010 6 
RGAM Record of Grievance Appeal Meeting June 2010 6 

U 
 

 
7 Termination of Employment 
 

7.1 LeaversU 

CODE DESCRIPTION LAST 
UPDATED 

NUMBER 
OF PAGES 

EIF Exit Interview Form June 2010 2 
COEL Cost of Employee Leaver June 2010 1 

           

 
 
 
 



 
Practical, Prompt, Professional HR Solutions 

Copyright Complete People Management 2003 - 2010 
Updated June 2010 

7.2  RetirementU 
 

CODE DESCRIPTION LAST 
UPDATED 

NUMBER 
OF PAGES 

RWBR Request to Work Beyond Retirement June 2010 1 
RWBRM Request to Work Beyond Retirement 

Meeting 
June 2010 5 

RWBRAM Request to Work Beyond Retirement 
Appeal Meeting 

June 2010 4 

 
7.5 RedundancyU 

CODE DESCRIPTION LAST 
UPDATED 

NUMBER 
OF PAGES 

BCBSAL Business Case Briefing Session 
Attendance Log 

June 2010 1 

RARPBCMPR Record of At Risk Presenting the 
Business Case Meeting Potential 
Redundancy 
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June 2010 7 
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TUCOC Trade Union Check Off Commencement June 2010 1 
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