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	Personal Details
	

	Title (Miss, Mr, Ms, Mrs Dr etc.)
	

	Surname
	

	Forename
	

	Address 1
	

	Address 2
	

	City
	

	County
	

	Postal Code
	

	Telephone
	

	Mobile
	

	E Mail address
	


Section 1: 
PROFESSIONAL DETAILS

	Profession / Main occupation
	

	Academic & Professional Qualifications - please give subject, year and institution 
	


Please indicate with an X which professional CIPD qualifications you hold:
	CCIPD
	
	FCIPD
	
	MCIPD
	

	CIPD Graduate
	
	CIPD Licentiate
	
	CIPD Associate
	

	Other (specify)
	


Are you currently: (Please mark one with an X)
	Self Employed
	
	Not employed but seeking employment
	

	Employed
	
	Not employed and not seeking paid employment
	


If employed please give details:

	Employer
	

	Job Title
	


Section 2: 
PROFESSIONAL INTERESTS
Please indicate with an X subject areas on which you would be able to answer HRNet questions:. 

	Discipline and grievance
	
	Pensions
	

	Equal opportunities
	
	Recruitment
	

	Health and safety
	
	Remuneration
	

	Industrial relations
	
	Termination of employment
	

	Managing volunteers
	
	Terms and conditions of employment
	

	Organisation structure and design
	
	Training and development
	

	Other (please specify)
	
	
	


Section 3:
VOLUNTARY SECTOR EXPERIENCE:  

Please indicate any professional experience you have working in the voluntary sector:

	


Section 4:
REFERENCES

Please give the names and addresses of two people who would be prepared to supply a reference for you. At least one of these should have known you in a professional capacity. Please indicate if you would like us to let you know before we take up references.
	Name:
	

	Address:
	

	
	

	
	

	Telephone no.:
	

	E-mail address:
	

	Can we contact this person immediately?
	Yes/No (please delete as appropriate)


	Is this person known to you in a personal or professional capacity?
	Personal / Professional (please delete as appropriate)


	Name:
	

	Address:
	

	
	

	
	

	Telephone no.:
	

	E-mail address:
	

	Can we contact this person immediately? 
	Yes/No (please delete as appropriate)

	Is this person known to you in a personal or professional capacity?
	Personal / Professional (please delete as appropriate)


Section 5:  
HRNET SAMPLE QUESTION 
We ask potential volunteers to answer a question as though they were advising one of our charity members. You may choose whichever question you like from the following list, which we hope will give you a good idea of the sort of questions we receive. There is no set length of answer but we suggest approximately

300 words, though please feel free to adjust your answer if you feel that a question requires a longer or shorter response. You may assume that HRNet members have access to a computer, so feel free to include links to relevant websites if you think this is appropriate. Please assume, however, that our members have no knowledge of HR matters, so answers should be written in language that a layperson can understand, avoiding jargon where possible. For guidance we provide a sample question and answer at the end. 
1. Recruitment: We have just recruited an internal candidate to a new post; we would normally have a probationary period for all posts and want to put one on this. If we do this and something goes wrong are there any extra steps we would need to take due to the person’s previous service with us? Also should this be treated as a completely new contract - the person’s terms and conditions are all the same the only thing which is changing is the job title and role - or should it be treated as a continuation of service?
2. Equal opportunities: We have a new employee who started with us on a 1 year fixed term contract. Three months into the contract she has now informed me that she is 7 weeks pregnant. Would you be able to advise me as to her maternity rights and our obligations? Are we obliged to keep the job open, for example, as it is a fixed term contract?
3. Terms and conditions of employment: We have a disabled member of staff who has informed us that he will no longer be working his contracted 24 hours a week. He has acquired work with a competitor and now only wants to work 10 hours. The job does require the 24 hours to be viable and we would not find someone to cover the 10 hours if we did agree to the change. I have written to him saying we will be looking into the matter and will reply within the next 14 days. Can you advise us on where we stand?

4. Discipline and grievance: My employees are constantly on their mobile phones during working time. We have students and volunteers working with us on a regular basis and part of their induction is that mobile phones should be turned off during working hours. These same volunteers then see paid staff members accepting and making calls on their phone. It is now at a stage where I have asked them to turn off there phone or have it on silence and only to accept or make calls during their lunch break. The calls are mainly from family members or friends. I would like some advice as what to do next.
5. Health and safety: One of our workers is HIV+. He has recently asked if I should advise the first-aiders of his condition (he is one himself). He has agreed that I can but before I do I want to be sure this is the correct approach to take.

6. Industrial relations: I am chair of trustees of a very small charity (2 part-time staff and some seasonal workers). They have asked if we would recognise a union which we are happy to do but wondered if anyone had any thoughts or tips on this. I have seen the NCVO model document but just wondered if anyone had any experience of going about it - and anything we should or shouldn't do.
7. Remuneration: We pay £20 towards the monthly cost of staff mobile phones. They are needed for safety for lone working and making home visits, keeping in touch with the office and with our building contractors, as cameras taking pictures of problems and record of building work. They are essential tool for every day work. What is the tax situation for these phones?
8. Pensions: We are a small charity with 4 part-time employees. We may soon need to recruit a fifth employee. I know we will have to provide a stakeholder pension when we have 5 employees. Can you tell me how to go about this and what we should consider when we are selecting a pension provider?
9. Managing volunteers: We have a volunteer who is paid travel and lunch expenses in line with our volunteer policy, which she saw and agreed when she joined. However after her first week with us she asked if we would pay her child care costs for the days when she is in the office. This is still less costly for the charity than employing a paid temp would be, but I am concerned that this sort of payment is more than usual volunteer expenses and could imply similar employment rights to paid employees. Does anyone have experience with this and could you advise me on whether I need to put a contract/agreement in place and the sort of wording to use?
10. Termination of employment: We are losing a major source of funding at the end of March and have to make two full time staff redundant. The funding also pays for 10 hours of admin time and I now need to formally notify one of our admin workers that we will have to reduce her hours. I am slightly unclear whether this counts as redundancy and how I should word the letter! Technically 10 of her hours are redundant but not her whole post. However from her point of view it is likely she will want to look for other jobs as she is only left with 15 hours after the cut. I am keen to get this right as she may wish to challenge both the reduction and her selection as the person to have her hours reduced. There is a full time co-worker who also does the same type of work. I am clear about why we are selecting her but want to make sure we are working to the correct process.
11. Training and development: We have a very restricted training budget and want to ensure that we get value for money from any training provided to staff. How can we ensure that we are providing the right training to the right people?
Example Question:

Health and safety: Can anyone advise on the basic law on provision of eyesight testing for employees? We are a small charity of 6 employees.
Answer: The Health and Safety Executive have summarised the position with regard to employees who use VDUs on their website. 

Please click on the following link to access the guidance: http://www.hse.gov.uk/contact/faqs/eyesight.htm

If an employee who uses a VDU asks for an eyesight test, the employer must pay for one. Employers are not required to provide eyesight tests for employees who do not use a VDU.

However, it is worth mentioning at this point that employers with more than 5 employees have a duty to conduct a health and safety risk assessment in respect of their employees. 

Under health and safety law, employers have a responsibility to manage the safety of their employees. They need to carry out an assessment of the risks to the health and safety of the employees while they are at work, and to other people who may be affected by their work activities. They cannot therefore ignore an obvious safety risk posed by an employee's poor eyesight.

For some categories of employees it will be important that they have good eyesight in order to carry out their job safely. Employers of those who drive as part of their job might therefore (for example) need to remind employees that they must satisfy the requirements set out in the Highway Code with regard to eyesight. This falls short of a duty to provide eyesight tests, but the employer will nevertheless need to be able to show that he has discharged his duty to assess the risks.
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Please return your form to: hrnet@cranfieldtrust.org 
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