Disciplinary, Grievance & Dismissal Notices on CD-ROM
CONTENTS OVERVIEW

Policies and procedures — over 15 including:
e Disciplinary and grievance
e Redundancy
e Absence
e  Equal opportunities
Guidelines on more than 45 topics including:
Discrimination
Disciplinary
Disability
Health and safety
The tribunal process
Maternity

Broad templates:

We include more than 100 letter templates suitable for most

disciplinary, grievance or dismissal situations, including:
e Verbal and written warnings

Termination of employment

Redundancy

Resignation

Leaving letters

Outcome of grievance hearing

Probation

Ongoing sickness

Employee reference

Specific templates for over 600 different situations:
Our specific templates cover a wealth of situations and
offences. Letter wordings are contained for:
e Verbal, written and final written warnings
Gross misconduct
Grievance
Termination
Changes in terms and conditions
Disability
Absence due to sickness
Training
Probation

Forms, checklists and scripts:
More than 30 different documents to help you and your staff
with difficult areas such as:
e  Equal Opportunities
Redundancy
Sickness
Maternity and paternity

Staff training:
e  Presentations on disciplinary and grievance matters

Employment legislation:
e Recent changes in employment legislation

e Implications of legal cases to employers

Updates
Issued quarterly to reflect modifications to legal aspects or
content, as well as for functional improvements

ORDER FORM - FAX TO: +44 (0)20 8941 8389

Or post to: Forum Business Media Ltd, Unit F3,

Middlesex TW12 2HD,

Kingsway Business Park, Oldfield Road, Hampton,
UK. Tel: 020 8941 8589

O Yes, | want to order a copy of Disciplinary, Grievance &
Dismissal Notices on CD-ROM

Price P&P VAT Total
£147.00 + £12.99 + £24.00 = £183.99

Please ensure you quote the following Product No. with your order:
6022/14/09

PAYMENT:

[J Payment enclosed (please make cheques payable to Forum Business Media
Ltd.)

[ Please invoice me.
PO number:

14/09
DELIVERY ADDRESS:
Name:

Job Title:
Company Name:

Industry:

Telephone:

Fax:
Address:

[ Please charge my:
Maestro/Visa/MasterCard (delete as applicable)
Cardholder name:

Postcode:

Card number (18 digits for Maestro):

Security number (3 digits on back of card):

Email:

No. of employees: ©1-19
o 100-199 o 200-499

o 20-49 o 50-99

Issue number (Maestro only):

0 500-999 o 1000+

Start date: Expiry date:

Cardholder’s signature:

IMPORTANT NOTE: By ordering our products, you agree to be bound by our
terms and conditions. You have 21 days from date of invoice to return this
publication with seals intact, in its original condition and at your own expense.

Date:

Please see our website or contact our Customer Services Team for more

details of our terms & conditions and returns policy.

Updates: To ensure that our products remain up-to-date with changes in legislation, regulations and best practice, we issue regular updates (usually

quarterly). Their price (£79.99 + P&P + VAT each) is additional and reflects the content. There is no obligation to purchase — please let us know if you do not
want to receive the updates. Please see our website or contact our Customer Services Team for more details. The contents list above is provisional and may

vary on publication: some content may be delivered via subsequent updates

P&P: The above P&P charge is for UK orders only, for orders outside the UK please contact our Customer Services Team.

Format & License: CD-ROM and companion handbook. Single site license only.

System requirements: IBM compatible PC with 486 processor (Pentium preferred), Windows 95 or higher, Office 97 or higher.

Payment Terms: 10 days from date of invoice. Credit/Debit card payments will only be processed on despatch of goods. Please allow 28 days for delivery.

The data you provide will be used for administrative purposes, and from time to time we would like to contact you with details of our products and services which
may be of interest to you. If you prefer not to receive these messages please tick the relevant box:

By post o By telephone o By fax o By email o

Forum Business Media Ltd. Registered No. 4425871 in England. Registered Office: Unit F3 Kingsway Business Park, Oldfield Road, Hampton, Middlesex TW12 2HD, UK




