	PERS EMPLOYMENT POLICY HEALTH CHECK/CONSULTANCY SERVICE
Free for community and voluntary organisations in West Yorkshire

	

	Please complete this questionnaire for PERS to assess what help you need to review your existing policies or establish new ones. 
Red = Must have, Yellow = Recommended, Green = Desirable.
	

	Organisation name

Address


	
	Contact name
Telephone

number


	
	E mail address
Number of employees


	

	Do you have the following policies/procedures/

documents?

	
	
	Date last updated?

	Do they need reviewing?


	Comments

	Written statement of employment particulars

	
	Yes/No
	
	Yes/No
	

	Equality and Diversity 


	
	Yes/No
	
	Yes/No
	

	Health and Safety 


	
	Yes/No
	
	Yes/No
	

	Disciplinary Procedure


	
	Yes/No
	
	Yes/No
	

	Grievance Procedure


	
	Yes/No
	
	Yes/No
	

	Data Protection 

	
	Yes/No
	
	Yes/No
	

	Absence Management 

	
	Yes/No
	
	Yes/No
	

	Recruitment 
	
	Yes/No
	
	Yes/No
	

	Appraisal/Supervision

 
	
	Yes/No
	
	Yes/No
	

	Maternity, Paternity & Parental Leave & Pay

	
	Yes/No
	
	Yes/No
	

	Redundancy 

	
	Yes/No
	
	Yes/No
	

	Retirement 
	
	Yes/No
	
	Yes/No
	

	Flexible Working 

	
	Yes/No
	
	Yes/No
	

	Induction Policy 

	
	Yes/No
	
	Yes/No
	

	Capability 
	
	Yes/No
	
	Yes/No
	

	Time off in lieu
	
	Yes/No
	
	Yes/No
	

	Travel/ expenses
	
	Yes/No
	
	Yes/No
	

	Are you interested in attending training on the following? (please tick)
	

	Developing Employment Policies
	

	Basic Employment Rights
	

	Absence Management
	

	Performance Management
	

	Equality and Diversity
	

	Recruitment and Selection
	

	Ending the Employment Contract
	

	Data Protection
	

	Other (please give details)

	

	Are there any other issues relating to employment that you need help with?


	COMPLETE THE FULL HEALTH CHECK PROCESS AND RECEIVE THE 

PERS EMPLOYMENT POLICIES CERTIFICATE.

	The health check is normally carried out by e mail or via the post. However if you require more support, we can arrange a meeting with you. 
Please email this form to admin@pers.org.uk or return it to:

Pay and Employment Rights Service, Unit 14 Batley Enterprise Centre, 

513 Batley Road, Batley, WF17 8LL

You can contact us on our advice helpline 01924 428030 which is open

Mon and Fri 10 am – 1 pm

Tuesday, Wednesday and Thursday  10 am – 4 pm

And Tuesday evening 5.30 pm – 7.30 pm

You can find details of training, advice leaflets, model policies and toolkits on our website www.pers.org.uk 
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