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HR Library Index 
 
 

Doc 
No. 

Document Name 

Policies 

1  Fair Treatment Policy 

2  Attendance and Absenteeism Policy 

3  Employee Code of Conduct 

4  Domestic and Family Violence Leave Policy 

5  Employee complaints management Policy  

6  Corporate Attire Policy 

7  Council Property Policy 

8  Expenses Reimbursement Policy 

9  Fatigue Management Procedure 

10  Gift and Benefits Policy 

11  Induction Policy 

12  Internet, Email and Computer Use Policy 

13  Leave Policy 

14  Leave Without Pay Policy 

15  Parental Leave Policy 

16  Performance Management Policy 

17  Employee Complaints and Disciplinary Policy  

18  Recruitment Policy 

19  Redundancy and Redeployment Policy 

20  Social Media Policy 

21  Staff Training and Development Policy 

22  Vehicle Policy 

23  WHS Responsibilities Policy  

24  Workplace Bullying Policy 

25  Work from Home Policy 

26  Volunteer Management Policy 

27  Workplace Drug and Alcohol Policy 

28  Children in the Workplace Policy 

29  Children and Vulnerable Persons Policy 

30  Surveillance Device Policy 

31  Fitness for Work and Management of Non-work-Related Injuries Policy 

Agreements 

32  Letter of Appointment 

33  Secondment (to other Council) Letter 

34  Employee Reclassification Request Letter 

Forms 

35  Complaint and Grievance Form 

36  Job Safety Analysis 

37  Leave Form 

38  Reference Check Form 

39  Request for Parental Leave Form 

40  Request for Part-time/Flexible Work Arrangements 

41  Request to Cash Out Leave 
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42  Safe Work Procedure Template 

Correspondence 

43  Abandonment of Employment – Confirmation Letter 

44  Absenteeism Letter 

45  Medical Release Authority 

46  Completion of Probation Letter 

47  Disciplinary Action Letter – Outcome of Investigation 

48  Confirmation of Receipt of Complaint  

49  Preliminary Findings – Disciplinary Action 

50  Investigation Witness Invite Letter 

51  Investigation Witness Invite Letter – for Complainant 

52  Investigation Witness Invite Letter – for Respondent  

53  Letter Regarding Termination of Employment 

54  Letter to Employee Regarding Potential Voluntary Redundancy Package  

55  Notice of Performance Meeting 

56  Probation Termination Letter 

57  Confirmation of TVSP Letter 

58  Remuneration Review Letter (non-EA covered) – No Change 

59  Remuneration Review Letter – Salary Increase 

60  Resignation Acknowledgement Letter 

61  Statement of Service 

62  Summary Dismissal Letter 

63  Suspension Letter 

64  Unsuccessful Candidate Letter 

65  Warning Letter 

66  Warning Letter – WHS Compliance Failure 

Checklists 

67  Fatigue Management Checklist 

68  Induction/Orientation Checklist 

69  Recruitment Checklist 

70  Reference Check Checklist  

 


