
 

 

Human Resource Policy Index 
 

 

Section Policy Name 

Recruitment and Selection Recruitment and Selection 

Orientation and Induction 

Employee Management Code of Conduct 

Disciplinary Process 

E-mail & Internet Usage Policy  

Personnel Records 

Grievance Dispute Procedure 

Performance Review & Development 

Training & Development 

Position Descriptions 

Confidentiality & Privacy 

Leave Annual Leave 

Compassionate Leave 

Ceremonial Leave 

Leave Without Pay 

Long Service Leave 

Parental Leave 

Personal & Carer’s Leave 

Study Leave 

Operational Assets 

Finance 

Motor Vehicles 

Payroll 

Time Off in Lieu (TOIL) 

Workplace Equity Sexual Harassment, Discrimination & Workplace Bullying 

Workplace Health and Safety Alcohol and Drug Use 

Workplace Health & Safety 

 

 

 

 

 



 

 

Forms / Templates 

Recruitment and Selection Interview Confirmation Letter (Template) 

Interview Shortlist 

Letter of Offer Request 

Receipt of Application Letter (Template) 

Record of Induction 

Reference Check 

Register of Queries 

Request to Recruit / Advertise 

Selection Panel Report 

Unsuccessful Shortlist Letter (Template) 

Unsuccessful Interview Letter (Template) 

Employee Management Conference / Training Application 

Conference / Training Evaluation 

First or First & Final Formal Warning 

Letter of Termination Template 

Notice of Meeting Letter Template 

Performance Improvement Action Plan 

Performance Review and Planning Form 

Position Description Templates  

Leave Leave Application Form 

Leave Without Pay Approval Letter Template 

Study Leave Application Form 

TOIL Record Form 

New Employee Kit New Employee Checklist 

Emergency Contact Details 

Bank Account Details 

Choice of Superannuation Fund – Standard Choice Form 

Code of Conduct Acknowledgement 

Payroll Deduction Authorisation 

Workplace Confidentiality Agreement 

Workplace Health and Safety Workplace Injury / Incident Report Form 

 

 


