Practical, Prompt, Professional HR Solutions

CONTENTS - LETTERS

1 Introduction and Feedback Questionnaire
2 Recruitment and Selection
NUMBER | CODE DESCRIPTION LAST UPDATED NUMBER OF
PAGES
2.1 AFE Application Form Enclosed February 2008 1
2.2 AFRS Application Form Received Short listing February 2008 1
2.3 AOH Application on Hold September 2009 1
2.4 1GI Invitation to Group Interview February 2008 1
2.5 11 Invitation to Interview February 2008 1
2.6 1F1 Invitation to Final Interview February 2008 1
2.7 OE Offer of Employment September 2009 2
2.8 OEM Offer of Employment Management September 2009 2
2.9 RDFPE Reference Details Required from Potential February 2008 1
Employee
2.10 RFA Regret from Application February 2008 1
2.11 RFI Regret from Interview February 2008 1
2.12 RRPE Reference Request for Potential Employee February 2008 1 plus form
2.13 RRPPE Reference Request for Potential Employee - September 2009 1 plus form
Personal
2.14 IPPRM Invitation to Probationary Review Meeting October 2009 2
2.15 PBC Probationary Period over Employment February 2008 1
Confirmed
2.16 PBE Probationary Period Extended September 2009 2
2.17 PBET Probationary Period over Employment August 2008 2
Terminated
3 Contracts of Employment
NUMBER | CODE DESCRIPTION LAST UPDATED NUMBER OF
PAGES
3.1 IARCM Invitation to At Risk Consultation Meeting September 2009 2
3.2 ARCMO&I At Risk Consultation Meeting Outcome &lnvite September 2009 2
to Next
3.3 ARCRMO&I At Risk Consultation Review Meeting Outcome September 2009 2
Invite to Next
3.4 ARFMCNAOD | At Risk Final Meeting Change Not Accepted September 2009 2
Dismissal
3.5 ARMCA At Risk Meeting Change Accepted August 2008 1
3.6 FTCE Fixed Term Contract Extended September 2009 1
3.7 FTCF Fixed Term Contract Finishes June 2008 1
4 Attendance Management
4.1 Sickness Absence
NUMBER | CODE DESCRIPTION LAST UPDATED NUMBER OF
PAGES
4.1.1 FA Full Attendance February 2008 1
4.1.2 RHV Request for Home Visit February 2008 1
4.1.3 RHV2 2" Request for Home Visit February 2008 1
4.1.4 HV3 Home visit potential dismissal September 2009 1
4.1.5 MRRNHV Medical Report Request No Home Visit August 2008 1
Conducted
4.1.6 RMRNHV2 2"Y Request for Medical Report No Home Visit August 2008 1
Conducted
4.1.7 HVENI Home Visit Employee Not in August 2008 1
4.1.8 CHV Confirmation of Home Visit August 2008 1
4.1.9 CHV2 Confirmation of 2" and subsequent Home August 2008 1
Visits
4.1.10 MRRF Medical Request Report Form August 2008 3
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NUMBER | CODE DESCRIPTION LAST UPDATED NUMBER OF
PAGES
4.1.11 MRRD Medical Report Request to Doctor August 2008 2 plus form
4.1.12 MREIWD Medical Report Request Employee Company September 2009 1
Informed Written to Doctor
4.5 Maternity
NUMBER | CODE DESCRIPTION LAST UPDATED NUMBER OF
PAGES
4.5.1 NTE Maternity Notification Too Early to Establish September 2009 1 plus Q&A
Entitlement
4.5.2 NSMP No Entitlement to Statutory Maternity Pay September 2009 1 plus Q&A
4.5.3 ESMP Entitled to Statutory Maternity Pay September 2009 1 plus Q&A
4.5.4 MRTWE Maternity Return to Work Early October 2008 1
4.5.5 MLC Maternity Leave Confirmation of Dates December 2008 1
4.8 Adoption
NUMBER | CODE DESCRIPTION LAST UPDATED NUMBER OF
PAGES
4.8.1 ANTE Adoption Notification Too Early to Establish September 2009 1 plus Q&A
Entitlement
4.8.2 NSAP No Entitlement to Statutory Adoption Pay September 2009 1 plus Q&A
4.8.3 ESAP Entitled to Statutory Adoption Pay September 2009 1 plus Q&A
4.8.4 ARTWE Adoption Return to Work Early October 2008 1
4.11 Flexible Working
NUMBER | CODE DESCRIPTION LAST UPDATED NUMBER OF
PAGES
4.11.1 IFWM Invitation to Flexible Working Meeting April 2009 1
4.11.2 IFWRAM Invitation to Flexible Working Request Appeal April 2009 1
Meeting
4.11.3 AMOU Appeal Meeting Outcome Upheld April 2009 1
4.11.4 AMOO Appeal Meeting Outcome Overturned April 2009 1
4.11.5 AMOOT Appeal Meeting Outcome Overturn Trial of April 2009 2
Request
4.11.6 FWRW Flexible Working Request Withdrawn April 2009 1
4.12 Absence without Permission
NUMBER | CODE DESCRIPTION LAST UPDATED NUMBER OF
PAGES
4.12.1 NCNS1 No Call No Show to Work1 December 2008 1
4.12.2 NCNS2 No Call No Show to Work 2 December 2008 1
4.12.3 NCNS3 No Call No Show to Work 3 including invitation December 2008 1&2
to investigatory meeting
5 Performance Management
5.1 Performance Appraisals
NUMBER | CODE DESCRIPTION LAST UPDATED NUMBER OF
PAGES
5.1.1 IRM Invitation to Review Meeting (New Starter) May 2008 1
5.1.2 1AM Invitation to Appraisal Meeting May 2008 1
5.1.3 AT Thank you for recent Appraisal Meeting May 2008 1
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6 Discipline and Grievance

6.1 Investigations

NUMBER | CODE DESCRIPTION LAST UPDATED NUMBER OF
PAGES
6.1.1 1M1 Invitation to Investigatory Meeting 1 April 2009 1
6.1.2 11M2 Invitation to Investigatory Meeting 2 April 2009 1
6.1.3 11M3 Invitation to Investigatory Meeting 3 April 2009 1
6.1.4 IMFIR Investigation Meeting Outcome Further April 2009 1
Investigations Required
6.1.5 RDI Resignation during Investigations February 2008 1
6.1.6 IMONE Investigatory Meeting Outcome No Evidence April 2009 1
6.2 Counselling
NUMBER | CODE DESCRIPTION LAST UPDATED NUMBER OF
PAGES
6.2.1 ICM Invitation to Counselling March 2009 1
6.2.2 CMOE Counselling Meeting Outcome Evidence March 2009 1
6.2.3 CMONE Counselling Meeting Outcome No Evidence March 2009 1
6.3 Discipline
NUMBER | CODE DESCRIPTION LAST UPDATED NUMBER OF
PAGES
6.3.1 IDM1 Invitation to Disciplinary Meeting 1 April 2009 2
6.3.2 IDM2 Invitation to Disciplinary Meeting 2™ request April 2009 2
6.3.3 IDM3 Invitation to Disciplinary Meeting 3" Request April 2009 2
6.3.4 IDMPGM1 Invitation to Disciplinary Meeting Potential April 2009 2
Gross Misconduct 1
6.3.5 IDMPGM2 Invitation to Disciplinary Meeting Potential April 2009 2
Gross Misconduct 2™ request
6.3.6 IDMPGM3 Invitation to Disciplinary Meeting Potential April 2009 2
Gross Misconduct 3™ request
6.3.7 DMONE Disciplinary Meeting Outcome No Evidence April 2009 1
6.3.8 DMONEENP Disciplinary Meeting Outcome No Evidence April 2009 1
Employee Not Present at Meeting
6.3.9 DMOWW Disciplinary Meeting Outcome Written Warning April 2009 2
6.3.10 DMOWWENP | Disciplinary Meeting Outcome Written Warning April 2009 2
Employee Not Present
6.3.11 DMOFWW Disciplinary Meeting Outcome Final Written April 2009 2
Warning
6.3.12 DMOFWWENP Disciplinary Meeting Outcome Final Written April 2009 2
Warning Employee Not Present
6.3.13 DMODWN Disciplinary Meeting Outcome Dismissal With April 2009 2
Notice
6.3.14 DMODWNENP Disciplinary Meeting Outcome Dismissal With April 2009 2
Notice Employee Not Present
6.3.15 DMOSD Disciplinary Meeting Outcome Summary April 2009 2
Dismissal
6.3.16 DMOSDENP Disciplinary Meeting Outcome Summary April 2009 2
Dismissal Employee Not Present
6.3.17 IDAM Invitation to Disciplinary Appeal Meeting April 2009 2
6.3.18 DAMOR Disciplinary Appeal Meeting Outcome Revoke April 2009 1
Original Decision
6.3.19 DAMOU Disciplinary Appeal Meeting Outcome Uphold April 2009 1
Original Decision
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6.6 Grievance
NUMBER CODE DESCRIPTION LAST UPDATED NUMBER OF
PAGES
6.6.1 1IGM1 Invitation to Grievance Meeting April 2009 2
6.6.2 1IGM2 2" Request of Invitation to Grievance Meeting April 2009 2
6.6.3 GMFIR Grievance Meeting Further Investigations April 2009 2
Required
6.6.4 GMDE Grievance Meeting Decision = Evidence April 2009 1
6.6.5 GMDNE Grievance Meeting Decision = No Evidence April 2009 1
6.6.6 IGAM Invitation to Grievance Appeal Meeting April 2009 2
6.6.7 GAMFIR Grievance Appeal Meeting Further April 2009 2
Investigations Required
6.6.8 GAMODO | Grievance Appeal Meeting Outcome — Overturn April 2009 1
QOriginal Decision
6.6.9 GAMODU | Grievance Appeal Meeting Outcome — Uphold April 2009 1
Original Decision
7 Termination of Employment
7.1 Leavers
NUMBER CODE DESCRIPTION LAST UPDATED NUMBER OF
PAGES
7.1.1 CER Confirmation of Employee Resignation August 2008 1
7.1.2 CERR Confirmation of Employee Resignhation February 2009 1
Reconsider
7.1.3 CERIN Confirmation of Employee Resignhation August 2008 1
Insufficient Notice Given
7.1.4 1EI Invitation to Exit Interview February 2008 1
7.1.5 RRPE Reference Request Past Employee February 2008 1
7.2 Retirement
NUMBER CODE DESCRIPTION LAST UPDATED NUMBER OF
PAGES
7.2.1 RETD Retirement Date due September 2009 1
7.2.2 RETC Retirement Date confirmed September 2009 1
7.2.3 RETM Invitation to Retirement Meeting to discuss February 2008 1
Continued Employment
7.2.4 RETMO Retirement Meeting Outcome February 2008 1
7.2.5 RETE Retirement Date Extended September 2009 1
7.2.6 RETAM Invitation to Retirement Appeal Meeting February 2008 1
7.2.7 RETAMOO Retirement Appeal Meeting Outcome — September 2009 2
Overturn Original Decision
7.2.8 RETAMOU Retirement Appeal Meeting Outcome — Uphold | September 2009 2
Previous Decision
7.5 Redundancy
NUMBER CODE DESCRIPTION LAST UPDATED NUMBER OF
PAGES
7.5.1 IARCM Invitation to At Risk Consultation Meeting September 2009 2
7.5.2 ARCMO&I At Risk Consultation Meeting Outcome and September 2009 2
Invitation to Next Meeting
7.5.3 ARCRMO & | At Risk Consultation Review Meeting Outcome | September 2009 2
and Invitation to Next Meeting
7.5.4 ARCRMO&IPD | At Risk Consultation Review Meeting Outcome | September 2009 2
and Invitation to Next Meeting — Potential
Dismissal
7.55 ARFMOD At Risk Final Meeting Outcome Dismissal September 2009 2
7.5.6 IRAM Invitation to Redundancy Appeal Meeting September 2009 1
7.5.7 RAMOO Redundancy Appeal Meeting Outcome September 2009 2
Overturned
7.5.8 RAMOU Redundancy Appeal Meeting Outcome Upheld September 2009 1
7.5.9 OETP Offer of Employment Trial Period September 2009 2
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NUMBER CODE DESCRIPTION LAST UPDATED NUMBER OF
PAGES
7.5.10 OEATP Offer of Employment Accepted Position after September 2009 2
Trial Period
7.5.11 OEETP Offer of Employment Extension to Trial Period September 2009 1
7.5.12 TPCRA Trial Period Complete Redundancy Still Applies September 2009 1
8 Miscellaneous
8.12 Promotion
NUMBER CODE DESCRIPTION LAST UPDATED NUMBER OF
PAGES
8.12.1 OEP Offer of Employment — Promotion February 2008 2
8.12.2 OEPM Offer of Employment — Promotion to February 2008 2
Management
8.14 Student Placements
NUMBER CODE DESCRIPTION LAST UPDATED NUMBER OF
PAGES
8.14.1 AFE Application for Employment February 2008 1
8.14.2 ISPI Invitation to Interview February 2008 1
8.14.3 OSP Offer of Student Placement February 2008 2
8.14.4 RFASP Regret from Application February 2008 1
8.14.5 RFISP Regret from Interview February 2008 1
8.14.6 SPQ Questionnaire to College, University, etc February 2008 1 plus form
8.14.7 SPRQ Thank you to educational establishment for February 2008 1
completing the questionnaire
8.17 Transfers
NUMBER CODE DESCRIPTION LAST UPDATED NUMBER OF
PAGES
8.17.1 OET Offer of Employment — Transfer February 2008 2
8.17.2 OETM Offer of Employment — Transfer to Management February 2008 2
8.18 Transfer of Undertakings
NUMBER CODE DESCRIPTION LAST UPDATED NUMBER OF
PAGES
8.18.1 DDEIR Due Diligence Employee Information Request September 2009 3 plus form
from Current Employer
8.18.2 TI Transfer in — contract won September 2009 1 plus Q&A
8.18.3 TO Transfer out confirmation — lost contract February 2008 1 plus Q&A
8.19 Whistle blowing
NUMBER CODE DESCRIPTION LAST UPDATED NUMBER OF
PAGES
8.19.1 1MW Invitation to Investigatory Meeting related to February 2008 1
Whistle blowing
8.19.2 WOE Whistle blowing Outcome = Evidence February 2008 1
8.19.3 WONEFM Whistle blowing Outcome = No Evidence False or | September 2009 1
Malicious Allegations
8.19.4 WONEMC | Whistle blowing Outcome = No Evidence Matter February 2008 1
Close
8.20 Working Time Reqgulations
NUMBER CODE DESCRIPTION LAST UPDATED NUMBER OF
PAGES
8.20 NWMRHQME | Night Working Medical Request including September 2009 1 plus form

Health Questionnaire & Medical Examination
Forms
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