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FORMS INDEX 

Form      Title / Description

No:

1. BUSINESS MANAGEMENT    

Forms Series 1-00 to 1-29:    GENERAL ADMINISTRATION:

51-1-00 Local Emergency Services (Service User’s Home)

51-1-01 Preferred Supplier List

51-1-02 Purchase Order

51-1-03 Disability Monitoring Form

51-1-04 Disability Needs Assessment  -  Inclusion Checklist

51-1-05 Records Log

51-1-06 Log of Archived Records

Forms Series 1-30 to 1-79:    ORGANISATION, STAFFING & TRAINING:

51-1-30 Job Application

51-1-31 Interview Record

51-1-32 Job Applicant Reference Report

51-1-33 Reference Report - Notice to Decline

51-1-34 Job Applicant Summary

51-1-35 Equal Opportunities & Diversity Monitoring Form  - Job Applicants

51-1-36 Job Applicant Short-listing Summary

51-1-37 Employee Verification Record

51-1-38 Employee Declaration of Suitability

51-1-39 Contract of Employment

51-1-40 Induction Training Plan & Record

51-1-41 Staff Training Courses & Modules

51-1-42 Appraisal of External Training Course

51-1-43 Working Time Regulations, 1998  - Employee Opt-out Agreement

51-1-44 Staff Skill Mix Profile

51-1-45 Employee Portfolio

51-1-46 Staff Policy Awareness

51-1-47 Staff Duty Rota

51-1-48 Weekly Duty Log & Time Sheet

51-1-49 Staff Leave & Absence Record

51-1-50 Staff Sickness Self-Certification  - Absence due to Sickness

51-1-51 Staff Supervision Record  - Care Worker

51-1-52 Staff Supervision Record  - Field Supervisor

51-1-53 Holiday Request Form 

51-1-54 Staff Performance Appraisal

51-1-55 Employee Exit Interview

Forms Series 1-80 to 1-99:    EMPLOYEE SPECIFICATIONS:

51-1-80 Employee Specification / Person Profile  - GENERIC

51-1-81 Employee Specification  -  Proprietor / Domiciliary Care Services Manager

51-1-82 Employee Specification  -  Domiciliary Care Services Deputy Manager

51-1-83 Employee Specification  -  Domiciliary Care Services Supervisor

51-1-84 Employee Specification  -  Domiciliary Care Worker

51-1-85 Employee Specification  -  Administrator

51-1-86 Employee Specification  -  Co-ordinator


