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T h e  fo llow ing  book le t con ta in s  gu id an ce  on the fo llow ing  topics:

1. Book ing  A n nu a l Leave

2. G en e ra l O ffice  S tandards

3. M ile ag e  C la im s

4. O ffice  H ours

5. O vertim e W ork ing

6. N ew  S ta ff Update  -  P o lic ie s  and A dv ice

7. P re s s  Bureau  and N ew s D esk  Enqu irie s

8. R e le a se  o f P ho tog raphs  to the M ed ia

9. Sa tu rday  C ove r

10. Sh ift A llow ance/S tandby  A llow an ce

11. S ick n e ss  Reporting

12. T e le p h o n e  Answ ering

13. T ra in ing

14. U se  o f M ob ile  ‘P h o n e s  and W M P  ‘P h o n e s

Included:

P ic tu re  re lease  form 

S ta ff induction check lis t 

Induction tests to be com p leted  

F irst day  induction 

Leave r ’s check lis t

MOD200007871



For Distribution to CPs

Force and Dept policy - Office Standards.doc

1. B O O K IN G  A N N U A L  L E A V E

T o  ensu re  con s is ten cy  and resilience, all requests fo r annua l leave shou ld  be 

m ade to the head  o f new s (or head  o f dept / head  o f P R  if head  o f new s not 

availab le), g iving a s  m uch notice as  possib le .

W h e re  possib le , ho lidays shou ld  be booked  fou r w e e k s  in advance  to ensu re  

adequa te  co ve r can  be arranged. If le ss  than four w eeks, it is Y O U R  respons ib le  

to find shift cove r w he re  necessary .

W h e re  possib le , L P U  based  com m s m anagers  shou ld  avo id  taking ho lidays at the 

sam e  time as com m s officers.

Leave  w ill be a llow ed  in a cco rd an ce  w ith the departm ent’s resourcing  

requirem ents.

U n le ss  in excep tiona l c ircum stances, up to fou r com m s m anagers  can  have leave 

at any  one  time. In add ition  one m em ber o f the adm in  team  and two m em bers o f 

the w eb  team  w ill be a llow ed  leave  at any one  time.

Leave  has  not been  authorised  until the head  o f new s o r line m anager has s igned  

the card. P le a se  re cogn ise  th is w hen  m aking holiday/travel a rrangem ents  and 

book ings.

L ine  m anagers  w ill ensu re  fa irness  in relation to the book ing o f leave around Bank  

Ho lidays.

O n ce  leave has  been  agreed, the ca rd  shou ld  be fo rw arded  to A m ie  for record ing 

on P R O M IS .

T h e  sp read shee t fo r shifts, w h ich  in c ludes holidays, can  be found at W :\Shifts 

M aster\ho lidays 2011. A ny  am endm ents  to th is sp read she e t shou ld  on ly be m ade 

with the prior ag reem ent o f the head  o f new s.

2. G E N E R A L  O F F IC E  S T A N D A R D S

HEALTH & S A FE TY  AND OFFICE TIDYNESS

It is the duty o f every  m em ber o f staff, irrespective o f g rade  or rank, to en su re  the 

o ffice  rem ains tidy and free from potential health &  sa fe ty  hazards. W a lkw ays  must 

rem ain c le a r  at all times.

A ll a cc id en ts  and n ear m isses  m ust be  reported by the ind ividual involved un less  

you are unab le  to do so, in w h ich  c a se  they shou ld  be referred to a line m anager. 

T h e se  can  be reported on line v ia the P e rson ne l w eb  site.

P le a se  en su re  all cups, p lates and cutlery are c leaned  and put aw ay  at the end  of 

every  tour o f duty.

MOD200007872



For Distribution to CPs

Force and Dept policy - Office Standards.doc

STANDARDS O F DRESS

S ta ff are expected  to attend fo r w ork  w earing  a reasonab le  standard  o f o ffice  wear. 

Je an s , tra iners and sports  w e a r  are not a ccep tab le  un less  prior ag reem ent is g iven 

by a line m anage r (e.g. an o ffice  move).

TIME B O O K

A t Lloyd H ouse , sta ff shou ld  use  the s ign ing  in book  to record their start and fin ish 

times, inc lud ing lunch b reaks or w hen  leav ing L loyd H ou se  fo r an external visit. 

L inder no c ircum stan ces  is it perm iss ib le  to s ign  in o r out on beha lf o f a co lleague .

3. M IL E A G E

Fo r current u se r rates see:

http://intranet2.wmpad.local/hq departm ents/internal audit/m ileaqe qu id e .a sp x .

W h en  com p leting  a m ileage form  p lea se  use the pos tcode  for the start and the 

fin ish  location o f you r journey, the operationa l nam e o r p re ss  bureau log num ber in 

the ‘pu rpose  o f journey ’ section .

If a sta ff m em ber is required to attend a location other than their norm al p lace  o f 

w ork  d irectly  from hom e, or return to their hom e d irectly from  a location o ther than 

the ir norm al p lace  o f work, they can  on ly cla im  the e x ce ss  m ileage  over and above  

the ir norm al ‘hom e to o ffice ’ journey.

4. OFFICE HOURS

7.00 am  to 7.00 pm - M onday  to Thu rsday

7.00 am  to 6.00 pm -  Friday

7.30 am  to 3.30 pm -  S a t w ork ing hours (8.00 am  to 3.00 pm -  Sat 

open ing  hours)

Lunch  shou ld  be staggered  betw een  12.00p.m  and 2.00p.m . T he re  m ust be  at 

least one  person  on the new s d esk  at any  one  time.

Lunch  w ill be a m axim um  of 1 hour un less  ag reed  by a line m anager.

(The form al standard  w ork ing  day  is 7hrs 18m ins w ith a 42 m inute lunch.)

5. O V E R T IM E  W O R K IN G

Ea ch  m em ber o f sta ff w ill be issued  w ith a time ow ing card  and this w ill be reta ined 

in a fo lde r w ithin the departm ent.

O vertim e m ust be properly  au thorised  and shou ld  on ly be w orked  w hen  

operationa lly  necessary , w ith prior authority w here  appropriate.
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A ll tim e ow ing  w orked  shou ld  be en tered  onto the tim e card  and s igned  by a line 

m anage r as  soon  as  p o ss ib le  a fter being carried  out.

Ind iv idua ls can  a ccum u la te  a m axim um  o f 30 hours, and time ow ing  shou ld  be 

taken w ithin three m onths o f the overtim e be ing w orked. If there are extenuating 

c ircum stan ces  fo r accum u la ting  tim e ow ing beyond this, an  app lica tion  shou ld  be 

subm itted to the head  o f departm ent and the request w ill be a s se s s e d  on an 

ind iv idual bas is .

A ll pub lic  ho lidays m ust be reco rded  on the tim e ow ing card. Up to four hours 

w orked  on a pub lic  ho liday  a cc ru e s  one  day. A ll entries shou ld  inc lude the date 

and hours o f overtim e w orked  and the operationa l nam e or p ress  bureau log 

num ber to w h ich  the overtim e relates.

D ays off in lieu fo r Satu rday  cove r shou ld  be recorded  and taken w ithin three 

m onths, un less  there are extenuating c ircum stances.

It is the responsib ility  o f ind ividual m em bers o f sta ff to ensu re  the ir record card  is 

correctly  com pleted, certified and returned to the Adm in  O ffice r on each  o cca s ion  

they w ork  overtim e.

5 a  O V E R T IM E  W H IL E  O N  C A L L

T h e  pu rpose  o f having sta ff on call is to dea l with em ergency  s ituations that m ay 

deve lop  ou ts ide  o ffice  hours. T h e  late co ve r w ill dea l w ith any ongo ing  issues  

w h ich  go  on beyond  office  c lo s ing  tim e un less  there is potential for further ca lls  on 

the subject. La te r in the even ing  if this is an tic ipa ted  the late co ve r w ill con tact the 

‘on ca ll’ o ffice r to brief them  o f any ongo ing  incidents.

If the ‘on ca ll’ o ffice r is ca lled  out on S u nday  night go ing into M on d ay  morning, 

they w ill notify the sta ff m em ber w ork ing 8-4 on new s d e sk  to com e in at 7.00a.m . 

as  they will be unab le  to co ve r the early shift.

If a m em ber o f sta ff d ea ls  with an  enqu iry  from  hom e that w ou ld  norm ally involve 

having to travel into the o ffice  to dea l with, they m ust create  a log at the start and 

conc lu s io n  o f the job to satisfy  the c la im  and audit p rocess.

6. N E W  S T A F F  U P D A T E  -  P O L IC IE S  A N D  A D V IC E

A ll sta ff shou ld  ensu re  they read the above  docum ent -  w h ich  is stored under 

wMnduction site for new  staff: new  sta ff update.

7. P R E S S  B U R E A U  &  N E W S  D E S K  E N Q U IR IE S

A ll sta ff shou ld  have p ress  bureau open  on their com pu ters  to enab le  them  to 

an sw e r ba s ic  que ries  from  the m ed ia  w here  the response  is ev ident from the log. If 

the enquiry is protracted, it shou ld  be p a ssed  to the new s d e sk  or re levant L P U  

com m s m anager to action.
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It is im perative that p re ss  bureau logs are both crea ted  and fully updated  regularly 

as  this m ay form  part o f a b igge r issue  at a future point.

Log s  shou ld  be created  using the fo llow ing headings:

FOI

S T A T IS T IC S

H ead ing s  such  a s  INFO , D Q  shou ld  no longer be used.

F o r cons istency , the m ain head ing  shou ld  be in bold and the a rea  in low er case .

A ll logs shou ld  conta in  a s  m uch deta il a s  poss ib le  o f the query, includ ing con tact 

deta ils  su ch  as  phone  num bers.

8. R E L E A S E  O F  P H O T O G R A P H S  T O  T H E  M E D IA

T h e  re lease  o f photos to the m ed ia  shou ld  be m ade in con junction  w ith the 

gu ide lines  laid down by the national C om m un ica to rs  A dv iso ry  G ro up  (formerly 

A P P R O ) .

T h e  be low  interim gu idan ce  has been  ag reed  w ith the fo rce  so lic ito rs and cove rs  

the re lease  o f im ages in the fo llow ing  c ircum stances:

M is s in g  p e o p le  -  shou ld  reco rded  on Impact

D e fe n d a n ts  d u r in g /a fte r  c o u r t  c a s e  -  s e e  a ttached  re lease  authority 

A S B O s  -  S e e  attached risk a sse ssm en t

D e a d  v ic t im s  o f  c r im e /R T C s  - written con sen t from fam ily - reco rded  in F L O  Log 

or pocket book

W a n te d  p e o p le /d a n g e ro u s  o ffe n d e rs /s e x  o ffe n d e rs  -  s e e  a ttached risk 

asse ssm en t. N ee d s  written con sen t o f A C P O

S u s p e c ts  on  C C T V  -  se e  a ttached  R A

K n o w n  c r im in a ls  fo r  c r im e  p re v e n tio n  -  se e  a ttached risk a sse ssm en t

‘W a n te d ’ fo rc e  w e b s ite  o r  C r im e s to p p e rs  n a tio n a l w e b s ite  -  s e e  a ttached risk 

asse ssm en t. N ee d s  written con sen t o f A C P O

E n q u ir ie s  fro m  o v e rs e a s  to  tra c e  B rit is h  n a tio n a ls  a s  s u s p e c ts  o r  v ic t im s  o f  
d is a s te rs  - W ritten con sen t from fam ily o r Fore ign  C om m onw ea lth  O ffice.

R isk  a sse ssm en ts  need  to be com p le ted  by the C IO  and s igned  o ff by the crim e 

m anage r or, in urgent c a se s  w he re  no crim e m anager is ava ilab le  the duty 

inspector.
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T h e  nam e o f the person  giving authority shou ld  be reco rded  on p ress  bureau  and 

w e  w ill a rrange the re lease  o f the im ages.

It is the responsib ility  o f a line m anage r to m ake a final d ec is ion  a s  to the re lease  

o f any  image,

T h e  re lease  authority shou ld  be filed on the O C U  c a se  papers  fo r aud itab le  

reasons  and in the even t o f any civ il action  being lodged aga inst the force 

regard ing the re lease  or to satisfy  an  FOI request.

T o  en sue  that w e  can  re lease  im ages con tem poraneous ly  to the m edia, it w ou ld  

be helpfu l if the O IC  con tacts  the p ress  o ffice  at the start o f any trial so  w e  can 

obtain  the im ages in antic ipation  o f a find ing o f guilt and the com p letion  o f the 

re lease  authority.

A  po licy  has been  drafted and is w ith Loca l Po lic ing  regard ing the re lease  of 

im ages  fo r A S B O s .

9. S A T U R D A Y  C O V E R

Satu rday  cove r sta ff shou ld  norm ally w ork  on the p reced ing  Friday  to fam iliarise  

them se lves  w ith the issues  ra ised that day, w h ich  have the potential to carry  ove r 

into the Satu rday  duty.

O n  Saturdays, sta ff shou ld  notify the Sw itchboard  w hen  they com e  on duty to 

prevent ca lls  be ing d irected  to the F C C , adv is ing  them  o f the o ffice  hours.

Lunch  shou ld  be taken from  12.00pm  to 1 .00pm, during w h ich  sta ff m ust leave  a 

vo iceban k  m e ssag e  and adv ise  any ca lle rs  that will re fer any urgent ca lls  to the 

Fo rce  C om m un ica tion  Centre.

10. S H IF T  /  S T A N D B Y  A L L O W A N C E

SHIFT A LLO W A NCE

T h e  shift pattern is based  on the fo llow ing criteria:

• A  span  o f e leven  hours or m ore betw een  start time o f the earliest shift 

and fin ish time o f the latest shift

• A t least fou r hours betw een  the starting tim e o f the earliest and latest 

shifts

• A t least ha lf o f the shifts in the shift cyc le  inc lude som e  unsoc ia l hours 

S TA N D B Y  ALLO W A NCE

A  period o f s tandby  duty is de fined  as  e ither o f the fo llow ing:
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• A n y  period  from the end o f norm al o ffice  w ork ing hours to the beg inn ing  

o f norm al o ffice  w ork ing  hours the next day

• A  tw e lve-hour period at w ee ke nd s  or on a pub lic  ho liday

A ll paym ents o f standby  a llow ance  are sub ject to incom e tax, national insu rance  

and pens ion  contributions.

Paym en t o f th is a llow ance  is due  to s ta ff w ho  are required to be on standby  

ou ts ide  their norm al period o f duty. T h is  extends to sta ff above  s p c  26, w h o  can  

a lso  c la im  overtim e if w orked  as part o f a s tandby  a llow ance .

Paym en t is m ade fo r each  se ss io n  o f s tandby

11. S IC K N E S S  R E P O R T IN G

S ta ff shou ld  notify a line m anage r in the event o f any ab sence . If possib le , they 

shou ld  do th is in person.

Notification o f a b se n ce  needs  to be m ade as soon  a s  poss ib le  so  a lternative 

staffing a rrangem ents can  be m ade.

T h e  line m anage r shou ld  en ter deta ils  d irectly  onto P R O M IS  or notify adm in  for 

them  to com p le te  a W A  51 S ick n e ss  A b se n ce  Report.

W h e re  the a b sen ce  is for a period o f longe r than seven  ca le n d a r days the 

em p loyee  m ust subm it a docto r’s m ed ica l statem ent, not later than the eighth day. 

By th is s tage  they shou ld  have been  contacted  by the ir m anager to d iscu ss  the 

p rognos is  and w hen  they are expected  to be fit to return to work.

F o r longe r ab sences , further doctor's  statem ents m ust be subm itted w hen  

appropriate.

O n  their return to w ork  the m anage r m ust hold a return to w ork  d iscu ss ion  w ith the 

em ployee , w h ich  shou ld  be on the day  o f their return.

O n  their return, the em p loyee  m ust com p le te  Pa rts  1-3 o f W A  51 (A) form, the 

deta ils  o f w h ich  shou ld  be en tered  by adm in  directly onto P R O M IS . It is important 

there is no de lay  in th is p ro cess  a s  this can  resu lt in add itiona l s ic kn e ss  a b sen ce  

be ing attributed to the em p loyee  (and O CU /departm ent) w hen  in fact they have 

returned to work.

Pa rt 4 o f W A  51 (A) shou ld  be com p le ted  by the line m anager, setting out the main 

issu e s  cove red  during the return to w ork  d iscuss ion .

F o r periods o f a b se n ce  exceed ing  14 days, o r w hen  m ore than one docto r ’s 

statem ent has  been  issued, the em p loyee  m ust obtain a final doctor’s note 

confirm ing their fitness to return to duty.

P le a se  refer to fo rce  po lice  for full deta ils  o f s ickn e ss  policy.

MOD200007877



For Distribution to CPs

Force and Dept policy - Office Standards.doc

W h e re  norm al working hours are d isrupted due  to un fo reseen  events such  as  

pub lic  transport strikes o r seve re ly  inc lem ent w eather, the lost time can  be treated 

in one o f three w ays  (by mutual ag reem ent betw een  the ind ividual and the line 

m anager):

(I) A n nu a l leave

(ii) U npa id  leave

(iii) T im e  ow ing (debited aga inst cred ited  time)

M E D IC A L /D E N T A L /O P T IC IA N /C H IR O P O D Y  A B S E N C E S

W h ere ve r possib le , sta ff shou ld  arrange persona l appo in tm ents ou ts ide  o f norm al 

co re  hours. However, this is not a lw ays poss ib le  and in c a se s  w here  an  urgent 

appo in tm ent is required, o r the book ing o f an appo in tm ent ou ts ide  co re  tim es 

w ou ld  c a u se  an undue delay, they m ay be booked  during co re  time, sub ject to line 

m anage r approval. In this c a se  prior perm iss ion  shou ld  be obta ined  from  the 

au thorised  m anager and an exp lanation  o f the c ircum stan ces  g iven. Individuals 

shou ld  attem pt to arrange an early  m orning/late even ing  appo in tm ent w he reve r 

possib le .

12. T E L E P H O N E  A N S W E R IN G

P h o n e s  shou ld  not be left ringing and A L L  m em bers o f the departm ent shou ld  

an sw e r ca lls.

S ta ff shou ld  be m indful o f no ise  leve ls  in the office  and the content o f their 

d iscu ss io n s  w h ile  co lle ag u e s  are on the te lephone  to prevent a b reach  o f 

confidentia lity  and to en su re  p ro fess iona lism .

13. T R A IN IN G

A ll n ew  sta ff m ust com p le te  the fo llow ing e-learn ing packages:

• F reedom  of Information A ct

• E -M a il B a s ic  U se r Leve l

• H and le  with C a re  - Data P ro tection  P rogram m e

• G overnm ent P ro tective  M ark ing  S chem e  

A ll sta ff shou ld  have a c ce s s  to:

• Externa l em ail

• P re s s  bureau

• W  drive - P re s s W P  o n 'F i le  S e rve r 2 (10.125.1.12) 

P a ssw o rd s  shou ld  be a llo ca ted  for:

• Internet editing

• P la sm a  screen  editing

14. U S E  O F  M O B IL E  ‘P H O N E S  A N D  W M P  ‘P H O N E S
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O n  o c ca s io n s  sta ff w ill need  to m ake or rece ive  private te lephone  ca lls . T he re  is 

no objection  to this p rov ided that ca lls  are kept to a m inim um .

Priva te  ca lls  to num bers ou ts ide  th is country  are on ly a llow ed  w ith the authority o f 

a line m anager. T h e se  ca lls  w ill be connec ted  by the sw itchboard  opera to r w h o  will 

tim e the ca ll and arrange for the cost o f the ca ll to be notified to the caller.
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West Midlands Police Authority For 
Imaae/CCTV Release

1. Summary
N a m e  o f  o ffe n d e r: D O B:
A d d re s s : OCU:
O ff ic e r  In  C ase: D a te  o f  A u th o r ity :

2. Information (Provide details of offence)
O ffe n c e :

Is s u in g  C o u rt:

D a te  o f  S e n te n c e : 

L e n g th  o f  S e n te n c e :

3. Consultation
A u th o r ity  s e e k in g :

D a te  o f  C o n s u lta t io n :

P a rtie s  C o n s u lte d :

O u tc o m e  o f  C o n s u lta t io n :

A u th o r ity  C o n s e n tin g  to  use o f  a n y  
im a g e s  h e ld :

4. Reporting restrictions
R e s tr ic tio n s  m a d e  d u r in g  h e a r in g : Y E S /N O

C opy a tta c h e d : YE S /N O  
( I f  no d e ta il re s tr ic t io n s )

A p p e a l a g a in s t c o n v ic t io n : Y E S /N O  D a te : 
O u tc o m e  o f  A p p e a l:
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Force and 5. Publicity Sought
W M P Press R e lease : Y E S /N O  

W M P Press O ff ic e r  c o n s u lte d : 

M edia  C irc u la tio n  a re a :

6. Other affected persons. A re  th e re  a n y  p e rso n s  w h o  m a y  be a ffe c te d  o r  
m a y  h a ve  th e ir  h u m a n  r ig h ts  u n n e c e s s a r ily  a n d  d is p ro p o r t io n a te ly  in te r fe re d  
w ith ?  D oes th e  b e n e fit  o f  th e  p u b lic ity  o u tw e ig h  th e  c o lla te ra l d a m a g e  to  
th e s e  p e rso n s? ___________________________________________________________________

7. Proportionality. Is  th e  o ffe n c e  and  s e n te n c e  s u f f ic ie n t ly  s e r io u s  to  
w a r ra n t  a d is c lo s u re  o f  th is  ty p e ? _________________________________________

10. Outstanding matters
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11. Justification for Release if not for a policing purpose

12. Authorisation (from DCl or in their absence duty Inspector)

On Behaif of WMP Press Office:

A u th o r ity :
N a m e :
D a te :
S ig n e d :

D a te  o f  P ress R e lease :

C o p y  o f  P ress R e lease  A tta c h e d : Y e s /N o

OCU Communications & Reassurance Officer to compiete:

N e w s p a p e r a r t ic le  a p p e a re d  and  d a te :

S ig n e d :
D a te :

On compietion of aii press activity the authority wiii be returned 
to the OIC for fiiing with case papers.
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B OCU INDUCTION CHECKLIST

N am e D ate

1. Basic In troductory Inform ation 2. C areer O pportunities  
C onditions of

S .Term s &

Em ploym ent

The scope o f your What career __ Your general
own job and opportunities are |__ | terms of
responsibilities? available to you? employment'?

The name of your How vacancies are __ What you do if
supervisor/section 
head?

advertised? |__ | you are sick or 

absent?
If there are any How to apply for What do you do
special rules within an internal if you want to
your section? vacancy? book a holiday?

The location of The basics of Do you know what

your toilets/ the Equal to do if you have a

canteen facilities? Opportunities hospital/doctor/

D id you know....'^ B ox  if yes Policy? dental
appointment?

4. 5. Salaries & 6. W elfare
Tra in ing /Educati

EWd you know....'^ □
W ages Facilities

B ox  if y es

What is the force 
policy on
training/education 
for officers/support 
i3tla(6fi?t the 
availability of 
in-house training

Rd#s|©s^pply for

training

courses?

□

□

□
□

7. Health &
Safety

Did you k n o w .. .V  Box 

if y es

What procedures 

you must follow if

there is a fire? ___
The location of fire exi
and fire fighting equipm q-^

How and to whom 
accidents should be 
reported?

Where the First Aid 

box is in your 

building?

□

When and how you __

will be paid? |__ |

BWhether you are 
entitled to any 
W P e n t s ?  

stoppages/deductiorj__ |

ight occur on youri— i

pension

S u p e rv iso r's  
S ig n a tu re .....

E m p lo ye e 's
S ign a tu re ....

□

□About the range of 
welfare/ occupational 
health services 

that are available to ycr*n 

through W est M id land l— I 

Police?

□

□

When completed return to Personnel 
Department for your Personal file.

□
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ON LINE TESTS TO BE COMPLETED BY NEW MEMBER OF STAFF

Name

• Freedom of Information Act

E-Mail Basic User Level

□

□

Handle with Care - Data Protection Programmel |

Government Protective Marking Scheme | |
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B OCU FIRST DAY INDUCTION BY LINE MANAGER

Name............................................... Date........

•  T o u r  o f  s ta t io n , d e p a r tm e n t, n e a re s t to ile ts , e x its , c a n te e n

- Health  and Safety  input:

- F ire exit

- Evacuation

- N ea r m iss

- F ire alarm - equ ipm ent, b reak  g la ss  points

- A cc id en ts

- R espons ib ilit ie s

- F irst A id  box

L u n c h -h o u r , c a n te e n , s h o p s  

C o d e s / B a d g e  - e x p la in  s e c u r ity  

S m o k in g  p o l ic y -s h o w  a re a  if a p p lic a b le  

C o n d u c t a t  w o rk

W h a t  to  d o  if s ic k , d o c to rs , d e n t is ts  

H o w  to  a n s w e r  th e  te le p h o n e s :

M e s s a g e  a n d  m e s s a g e  p a d s

- Internal/External

- D ivert

- C lam p  on

- H ash

E x p la in  D iv e rs ity  re s p o n s ib ilit ie s  a n d  p o lic ie s  e .g . b u lly in g . F irs t C o n ta c t  
A d v is e r , E q u a l o p p s .

E x p la in  O ffic ia l S e c re ts  A c t a n d  re s p o n s ib ilit ie s

D is a b ility  V id e o  to  b e  v ie w e d  (n o t c u r re n t ly  a v a ila b le  a s  a t  1 7 /1 /0 6 )

Is s u e  4 S ig h t  A id e  M e m o ire  a n d  D V D  to  be v ie w e d  

C o m p u te r  T ra in in g
- T o  com p le te  on-line Data P rotection  T ra in ing  and In L ine  o f F ire  (F ire Safety  

T ra in ing) and G P M S  and Freedom  o f Information

- T o  com p le te  intranet w e lcom e  pack

Is s u e  W id e b a n d in g  P o r tfo lio  ( if  a p p lic a b le )
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• Issue Line Managers Responsibility Leaflet

• Issue Contract (if applicable)

• Any queries, questions?

S igned  in d iv id u a l......

S igned  L ine M an ag e r

Date.

Date
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N a m e ...........

Leaving Date.

Rank.

ACTION DATE SENT DATE
RECEIVED

RESIGNATION
R ECE IV ED

VARIATION  TO  
P A Y R O LL

ORIGINAL W P630 
AN D  CER T IFIC ATE  
TO  CHIEF 
CO N STABLE .

E-MAIL TO  PSD

E-MAIL TO  IT

E-MAIL TO  
SW ITCH BO ARD

WG401 TO  
FIN AN CE 
DISTRIBUTION 
(INCL W P630 TO  
E X C H E Q U E R  AND  
PENSIONS)

WG401 TO  S TO R ES  
DISTRIBUTION

L E T T E R  AND  EXIT
INTERVIEW
Q UESTIO N N A IRE

FILE TO  LEA V ER S

R E C O R D  IN 
M O V E M E N TS

MOD200007887


