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Navigating the 2025–2027 Employment Law Overhaul 

The UK employment law landscape is undergoing its most significant transformation in a 
generation. With the 2025–2027 legislative roadmap introducing sweeping changes to 
unfair dismissal protection, Statutory Sick Pay, and enforcement mechanisms, the 
window for procedural error has effectively closed. For small businesses, "waiting to 
see" is no longer a viable strategy; failing to update your contracts, handbooks, and 
management protocols immediately leaves your organisation exposed to significant legal 
and financial liability. 

Every document and template within this guide has been rigorously reviewed and 
verified by a Chartered Fellow of the CIPD (FCIPD) to ensure it meets the highest 
standards of professional integrity and Acas-aligned compliance. By implementing these 
tools today, you are not just following the law you are building a high-integrity, future-
proofed workplace. 

This master guide bridges the gap between understanding these complex new legal 
cliffs and actively enforcing them in the daily flow of business operations. It transforms 
technical statutory mandates into an active, day-to-day risk management ecosystem. 
Every chapter provides the baseline legal logic your business needs to survive upcoming 
legislative thresholds, backed by proactive managerial milestones designed to protect 
your organisation before an issue ever reaches an employment tribunal. 

To ensure complete, "plug-and-play" operational compliance, this guide is supported by 
a comprehensive suite of 10 highly specialised, execution-ready policy documents, 
contractual letters, and interactive management engines verified to the highest 
professional standards 
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Legal Disclaimer & Terms of Use 

Important Notice: Please Read Before Utilising This Toolkit 

The information, roadmaps, checklists, policies, and templates provided within this 
master guide and its accompanying document suite (collectively referred to as "the 
Toolkit") are developed for general informational, educational, and operational guidance 
purposes only. 

While every document and template within this guide has been rigorously drafted, 
reviewed, and verified to align with high-integrity human resources practices and Acas 
guidelines by a Chartered Fellow of the Chartered Institute of Personnel and 
Development (FCIPD), employment law is subject to rapid legislative updates, judicial 
precedents, and varying regional interpretations. 

No Legal Advice Provided The author and distributor of this Toolkit are human 
resources and organisational development practitioners, not an employment law firm or 
a firm of solicitors. The provision of this Toolkit does not constitute, and must not be 
relied upon as, formal legal advice, legal counsel, or a legally binding solicitor-client 
relationship. 

Mandatory Professional Consultation Employment frameworks, contract variations, 
and disciplinary policies carry significant statutory risks. Small business owners and 
managers are strongly advised and cautioned to have their final, tailored versions of 
these documents reviewed and verified by a qualified employment law solicitor, legal 
advisor, or certified employment law specialist before formal implementation in the 
workplace. This is critical to ensure that individual business context, specific workforce 
demographics, and any localised contract terms are fully and legally protected. 

Limitation of Liability Every effort has been made to ensure the accuracy and currency 
of the statutory timelines (2025–2027) outlined herein. However, the author, publishers, 
and distributors accept no liability or responsibility for any administrative errors, 
procedural omissions, financial losses, or adverse legal outcomes (including but not 
limited to employment tribunal claims, civil litigation, or regulatory fines levied by 
enforcement bodies such as the Fair Work Agency) resulting directly or indirectly from 
the use, misuse, or implementation of any content or template contained within this 
pack. 

By purchasing, downloading, or utiliing any part of this Toolkit, you explicitly 
acknowledge and agree to these terms, accepting sole operational and legal 
responsibility for your organisation's compliance architecture. 
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What is Included 

INTRODUCTION & CORE CHANGES 

2025: PROACTIVE PROTECTION 

2026: THE DAY-ONE REVOLUTION & RISK EXPANSION 

2027: THE NEW THRESHOLDS & STABILITY 

BUSINESS COMPLIANCE & ACCOUNTABILITY 

MANAGEMENT MILESTONES 

DAY 1: Contracting and Onboarding 

WEEK 1: Expectations & KPI Setting 

MONTH 3: Formal Probation Midpoint Review 

MONTH 6: Final Probation Confirmation & Thresholds 

COMPLIANCE CHECKLIST & TOOLKITS 

1. Follow-Up Letter: Confirmation of Policy Updates 
o 1a Employee Follow up letter  
o 1b Compliance Actioned   

2. Harassment Risk Assessment (Preventative Duty Toolkit) 
3. Right to Disconnect (Switch Off) Policy Document 
4. Template: KPI & Objective Setting Document 
5. Template: Formal Probation Midpoint Review 
6. Template: Month 6 Final Probation Confirmation 
7. Template: Annual Leave Request Form & Calculation Engine 
8. Template: Return to Work (RTW) Interview Form 
9. Template: 12-Week Zero-Hours Reference Period Audit Letter 
10. Template: Statutory Bereavement Leave Request & Tracking Form 
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CORE CHANGES & STRATEGIC TIMELINE (2025 -2027) 

The removal of traditional qualifying periods and the introduction of stricter enforcement 
regimes mean small businesses must be legally compliant from the moment a candidate 
signs an offer letter. Below is the updated compliance roadmap, detailing the legal shifts 

and the critical strategic importance of each milestone. 

2025: PROACTIVE PROTECTION 

Preventative Duty (Harassment): Employers must actively prevent sexual harassment 
in the workplace. Documented risk assessments are mandatory. 

Strategic Importance: Having a policy alone is no longer a legal defence. Failing to 
document proactive risk assessments allows tribunals to increase employee sexual 
harassment compensation by 25% automatically. 

Neonatal Care Leave: Parents of babies in neonatal care gain a statutory Day-One right 
to up to 12 weeks of paid leave. Strategic Importance: Requires immediate adjustment 
of absence and family leave policies to avoid day-one discrimination claims. 

Redundancy Protection Extension: Enhanced protection for pregnant employees and 
returnees is extended to last for 18 months post-birth or placement. 

Strategic Importance: Radically alters the scoring and selection criteria in any 
redundancy process; missing an employee in this protected pool creates a near-
indefensible unfair dismissal and discrimination claim. 

2026: THE DAY-ONE REVOLUTION & RISK EXPANSION 

Statutory Sick Pay (SSP) Overhaul (April 2026): The 3-day waiting period is entirely 
abolished; staff must be paid from Day 1 of illness. Additionally, the Lower Earnings 
Limit is removed, bringing all low-earning and part-time workers into the statutory 
scheme, with sick pay adjusted to 80% of average weekly earnings for those below the 
flat rate. 

Strategic Importance: This causes a significant financial and administrative impact on 
cash flow and payroll management for low-wage or part-time staff. Failure to adjust 
tracking from Day 1 risks immediate minimum-wage and statutory payment violations. 

Day-One Family Leave (April 2026): Paternity Leave and Unpaid Parental Leave 
become day-one rights, removing the historical 26-week and 52-week service hurdles. 

Strategic Importance: Onboarding documentation must explicitly reflect these 
entitlements immediately, preventing early-stage grievances from new starters. 

The Fair Work Agency (FWA) Launch (April 2026): A single enforcement body with 
powers to inspect businesses, audit payroll, and issue direct fines for holiday pay and 
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statutory pay calculation errors. 

Strategic Importance: Small businesses face proactive government auditing rather 
than just reactive employee tribunals. Crucially, businesses are now legally mandated to 
maintain flawless statutory holiday tracking and entitlement records for a rolling 6-
yearretention period. 

Whistleblowing Extension (April 2026): Any formal or informal report of sexual 
harassment is legally treated as a "Protected Disclosure" (Whistleblowing). 

Strategic Importance: Provides employees with instant protection from any detriment, 
victimisation, or dismissal from the absolute second, they speak up, eliminating the need 
for qualifying service to claim automatic unfair dismissal. 

Tribunal Time Limit Extension (October 2026): The statutory limitation period for 
employees to lodge any employment tribunal claim doubles from 3 months to 6 months. 

Strategic Importance: Dramatically extends the legal risk window for employers. 
Documentation must remain pristine because ex-employees have twice as long to 
construct and launch a claim following a dispute or termination. 

Ban on "Fire and Rehire" (October 2026): Severe statutory restrictions are placed on 
dismissing staff to re-engage them on lesser terms or lower pay. 

Strategic Importance: Eradicates the ability to bypass consultations during 
restructuring. Any attempt to force contract changes without an intensely documented 
business case becomes automatically unfair. 

Full Third-Party Harassment Liability (October 2026): Employers face full legal liability 
for any harassment suffered by their staff from external third parties, including clients, 
customers, suppliers, or contractors. 

Strategic Importance: Businesses must actively police their external environments, put 
up public-facing zero-tolerance signage, and build protection clauses into vendor and 
client contracts to mitigate this massive operational risk. 

Right to Switch Off (Right to Disconnect): A statutory Code of Practice discouraging 
work-related out-of-hours contact. 

Strategic Importance: Out-of-hours pressure now directly underpins constructive 
dismissal and mental health personal injury claims. Clear, documented operational 
boundaries are required to defend the business. 
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2027: THE NEW THRESHOLDS & STABILITY 

The 6-Month Unfair Dismissal Rule (1 January 2027): The qualifying period for full 
unfair dismissal protection is slashed from 2 years down to just 6 months of service. 

Strategic Importance: This is the single most critical change for SMEs. The window to 
address a poor hire safely is compressed to a brief probationary framework. Crucially, 
any employee hired after July 1st, 2026, will hit their 6-month milestone right as this law 
becomes active. Furthermore, the statutory cap on unfair dismissal compensatory 
awards is completely removed. A single procedural mistake with a new hire could 
financially devastate a small business. 

Zero-Hours & Insecure Work Overhaul (Later 2027): Workers on variable or zero-hour 
contracts gain a statutory right to a guaranteed contract that reflects their actual regular 
hours worked over a 12-week reference period. Additionally, employers must pay 
mandatory financial compensation for shifts cancelled, shortened, or shifted at short 
notice. 

Strategic Importance: Destroys the concept of 'free' scheduling flexibility. Casual 
staffing models must be tightly audited to prevent accidental, legally binding baseline 
hour inflation. 

Statutory Bereavement Leave (Later 2027): A new day-one right providing 1 week of 
fully protected statutory bereavement leave. 

Strategic Importance: Standardises compassionate absence tracking, requiring 

separate categorisation from generic sick or annual leave profiles. 

BUSINESS COMPLIANCE: DIGITAL RIGHTS 

Mandatory AI & Automated Disclosure: Employers must explicitly disclose to 
candidates and employees if Artificial Intelligence or automated algorithms are utilised 
for recruitment screening, video interviews, or ongoing performance monitoring. Staff 
retain an absolute right to a human review of any automated decision. 

Strategic Importance: Bypassing disclosure invalidates recruitment selection 
processes and performance disciplinary actions, triggering immediate data privacy and 
unfair process liabilities. 
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MANAGEMENT MILESTONES 

DAY 1: Contracting and Onboarding issue the updated 2026 Employee Handbook. 
Confirm Day-One SSP rights. Conduct a comprehensive onboarding briefing outlining 
the zero-tolerance harassment culture and the business's alignment with modern 
compliance infrastructure. 

Script: Confirming Day-One Updated Rights 

Context: To be used by a Manager or HR lead during an onboarding session or a team 
policy briefing. It transitions the brand into an expert-led, compliant authority. 

"I want to confirm three important updates to our workplace policies, aligning with the 
latest UK employment regulations for 2025 and 2026. 

First, regarding Sick Pay: Historically, there was a three-day waiting period for Statutory 
Sick Pay (SSP). Moving forward, the business has moved to a 'Day-One' SSP model. 
You are now eligible for SSP from your very first day of absence. No one should feel 
pressured to work when genuinely unwell. 

Second, regarding Workplace Safety: We are reinforcing our commitment to a zero-
tolerance culture toward Sexual Harassment. Under the statutory Preventative Duty, the 
business takes proactive, documented steps to protect all staff from harassment, 
including by third parties such as clients or contractors. We are here to ensure a safe, 
respectful environment where everyone can thrive. 

Third, regarding your Right to Disconnect: To support your health and balance, we 
respect your 'Right to Non-Contact.' This means you are not required to monitor or 
respond to work communications outside of your contracted hours. We want you to be 
able to fully switch off and recharge. 

Please refer to the updated Employee Handbook for full details on these protections and 
our secure reporting procedures." 

Manager’s Compliance Note (Internal Use Only): Previously, SSP was only paid from 
the fourth qualifying day of sickness. As of 2026, the "waiting days" are removed. This 
right applies to all employees regardless of their length of service (Day-One Right). 
Utilising this script reinforces operational psychological safety, signalling that the 
company is proactive about compliance rather than lagging behind legal mandates. 

WEEK 1: Expectations & Objective Setting 

Set highly specific, measurable targets. In the current UK legal landscape, establishing 
clear, objective KPIs is no longer just a performance driver; it is a fundamental legal 
defence. With the removal of extended qualifying periods for unfair dismissal, an 
employer must be able to prove that any performance-related action or dismissal is 
based entirely on objective, 
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pre-communicated standards rather than subjective executive opinion. Clear objectives 
provide the "reasonableness" required by employment tribunals, demonstrating that the 
employee was given a completely fair opportunity to succeed with full transparency from 
Day One. A KPI objective template is included in this toolkit. 

MONTH 3: Formal Probation Midpoint Review 

Conduct a formal midpoint review. Check for any workload pressures, flexible working 
requests, or potential Right to Disconnect friction points. Under the 2026 updates, 
establishing a documented paper trail at Month 3 is vital. If an employee is failing, clear 
objective evidence must be logged here to justify a fair termination before the critical 6-
month unfair dismissal protection window solidifies. 

Flexible Working (Day-One Right): Employees have the statutory right to request 
flexible working from day one. Employers must manage these requests in a "reasonable 
manner" and can only reject them based on one of the eight statutory business reasons 
(e.g., burden of additional costs or inability to reorganise work). 

The Right to Disconnect Check: Use the midpoint to verify that "always-on" expectations 
aren't being set, as persistent out-of-hours expectations can lead to early grievances or 
constructive dismissal risks. 

MONTH 6: Final Probation Confirmation 

As an organisation approaches the end of the sixth month, this confirmation becomes 
the most critical legal threshold in the employment lifecycle. Under the 2026/27 
legislative updates, the end of this 6-month window marks the exact point where 
simplified dismissal procedures end and full, highly regulated unfair dismissal protections 
with uncapped financial awards solidify. 

Failing to conduct a rigorous formal review and issue documentation at this stage can 
lead to "accidental" permanent employment, making future performance issues 
significantly more expensive and legally complex to resolve. 

 

 

 

 

 

 

 



   

Property of Hrinabox, not for external distribution 2026.  

10 

SUPPORTING TOOLKITS & DOCUMENTS 

1.2025-2027 UK Law Checklist  

Status Action Required Regulatory Context / Reference 

☐ Audit 

Required 

Update all template contracts to reflect 
Day-One SSP with zero waiting days. 

Abolition of SSP waiting days (April 2026 Mandate). 

☐ Audit 

Required 

Update the "Redundancy" section of the 
Handbook to substitute old text with the 
expanded 18-month priority window text. 

Required Handbook Clause Update: Replace "Priority 
is given to those currently on maternity leave" with: 

 
 
 

"Priority for suitable alternative vacancies will be given 

to pregnant employees, those on family-related leave, 
and those who have returned from such leave within 
the last 18 months (calculated from the date of birth or 
placement)." 

☐ Audit 

Required 

Adopt and publish the formal Right to 
Disconnect Policy Document. 

2026 Acas Code of Practice Standards. 

☐ Audit 

Required 

Execute and document the mandatory 
Harassment Risk Assessment. 

Worker Protection Act (Preventative Duty). Failure to 
hold a documented assessment risks a 25% tribunal 
compensation uplift and direct Fair Work Agency 
penalties. 

☐ Audit 

Required 

Establish a dedicated, secure payroll 
ledger to store employee holiday 
entitlement and usage records. 

Mandatory 6-Year Holiday Record Retention under 
Fair Work Agency enforcement rules (April 2026). 

☐ Management 

Task 

Train all line managers, supervisors, and 
team leaders on the 6-month 
probationary window and objective KPI 
tracking. 

Transition to the 6-month Unfair Dismissal rule and 
removal of the statutory compensation cap (January 
2027 threshold preparation). 

☐ Management 

Task 

Formally disclose any use of automated 
algorithms or AI systems in recruitment 
screening or performance evaluations. 

Digital Rights & Automated Decisions Disclosure 
Mandate. 
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1a. Follow-Up Letter: Confirmation of Policy Updates 

Subject: Important Updates to Your Employment Rights and Wellbeing 

Dear [Employee Name], 

Following our recent team briefing, I am writing to formally confirm the updates made to 
our company policies in line with the latest UK employment legislation (2025–2027). 
These changes are effective immediately and are designed to enhance your security, 
safety, and wellbeing at work. 

1. Day-One Statutory Sick Pay (SSP): We have abolished the previous three-day waiting 
period. You are now entitled to receive SSP from the first day of any qualifying absence. 
Please continue to follow the standard notification procedure outlined in the handbook 
when reporting an illness. 

2. Prevention of Sexual Harassment: In accordance with the strengthened Worker 
Protection Act framework, we have updated our zero-tolerance policy. The business is 
fully committed to taking all reasonable, documented steps to prevent sexual 
harassment in the workplace. This includes protection from harassment by colleagues, 
as well as third parties such as clients, customers, or contractors. We encourage an 
open culture and have clear, confidential reporting lines should you ever feel 
uncomfortable. 

3. The Right to Disconnect (Non-Contact): We recognise the importance of maintaining a 
healthy work-life balance. Except in genuine, critical business emergencies, you have 
the right to disconnect from all work-related communications (emails, calls, and 
messages) outside of your agreed working hours. We do not expect or require a 
response during your personal time. These updates reflect our dedication to building a 
high-integrity, human-centred workplace. Our fully updated Employee Handbook is now 
available on [Company Portal/Shared Drive] for your reference. If you have any 
questions regarding how these changes affect you, please do not hesitate to contact me 
directly. 

Yours sincerely, 

[Manager Name] 

[Title] 
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1b.COMPLIANCE CHECKLIST 
 
STATUS ACTION REQUIRED 
 

☐ Audit contracts for Day-One SSP (No waiting days) 

☐ Update Handbook with 18-month Redundancy Protection; example What to 

change in your "Redundancy" Section: "Priority is given to those currently on 
maternity leave" with: 

"Priority for suitable alternative vacancies will be given to pregnant employees, those on 

family-related leave, and those who have returned from such leave within the last 18 

months (calculated from the date of birth or placement)." 

☐ Publish Right to Disconnect Policy Document attached  

☐ Conduct Harassment Risk Assessment  

Legal Context for your Handbook: 

1. The Preventative Duty: From October 2024 (and strengthened in 2026), it is no 
longer enough to just have a policy. You must prove you did the risk assessment 
attached. If you don't, and a claim is made, a tribunal can increase compensation 
by 25%. 

2. Whistleblowing Status: As of April 2026, any report of sexual harassment is 
legally treated as a "Protected Disclosure" (Whistleblowing). This means the 
employee has immediate protection from any form of mistreatment or dismissal 
from the moment they speak up. 

 
Management advisories  

☐ Train all supervisors/managers/team leaders on the 6-month dismissal window 

☐ Disclose use of AI in recruitment/performance to all staff 
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2.Harassment Risk Assessment (Preventative Duty Toolkit) 

Risk Factor 
Risk 
Level(L/M/H) 

Control Measures / Action Plan Actioned /Date 

Third-Party 
Interaction (Clients, 
Customers, 
Contractors, Public) 

 

Prominent facility signage outlining zero-
tolerance policy; inclusion of mandatory 
mutual-respect clauses in all client and 
vendor contracts. Clear reporting lines for 
staff handling external accounts. 

 

Power Imbalances 
(Junior Staff, 
Contractors, Senior 
Management) 

 

Mandatory Active Bystander training for all 
personnel; implementation of an independent, 
anonymous third-party reporting channel 
completely detached from internal line 
management. 

 

Work-Related Social 
Events (Parties, Client 
Entertaining, Out-of-
hours) 

 

Issuance of a pre-event Code of Conduct 
policy to all staff; appointment of designated, 
non-drinking "Sober Leads" at all formal 
company functions to monitor workplace 
boundaries. 

 

Lone or Isolated 
Working (Remote 
Sites, Late-night Travel, 
Solo Shifts) 

 

Implementation of mandatory regular digital 
check-in protocols; corporate provision of 
dedicated personal safety applications or 
silent personal alarms. 

 

Workplace Culture 
(Office 'Banter', Low-
level behaviours) 

 

Execution of anonymous annual workplace 
culture surveys; specific interactive 
workshops on micro-aggression prevention 
and low-level behaviour intervention. 

 

Review Date: ____________________ 

Approved By (CEO/COO): ____________________ 
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Document 3: Right to Disconnect (Switch Off) Policy 

Legislative Compliance: 2026 Acas Code of Practice Standards 

1. Purpose: This company recognises that the ability to mentally 'switch off' from work is 
essential for long-term employee wellbeing, mental health, and productivity. This policy 
outlines the clear rights of employees to disconnect from work-related digital 
communications outside of their contracted hours to mitigate constructive dismissal 
risks. 

2. Scope: This policy applies universally to all employees and contractors, covering all 
corporate digital communication channels including email, phone calls, SMS, WhatsApp, 
and Microsoft Teams. 

3. The Right to Disconnect: 

● No Obligation to Respond: Employees are not required, expected, or pressured to 
read, monitor, or respond to any work-related communications outside of their normal, 
agreed working hours. 

● Protection from Detriment: No employee will ever be penalised, passed over for 
promotion, or subjected to detrimental treatment for refusing to engage with work 
matters during personal time. 

● Respecting Others: Employees must respect their colleagues' personal time. If an 
email must be drafted late at night due to flexible working patterns, the sender is 
required to use the "Delay Delivery" function so it arrives during the recipient's next 
standard working day. 

4. Emergency Exceptions: Occasional out-of-hours contact may be executed strictly for 
genuine 'Emergency Situations' defined solely as critical business continuity threats, 
regulatory breaches, or immediate health and safety emergencies. 

5. Managerial Responsibilities: Managers must lead by example. If a manager’s specific 
workload requires them to send out messages late at night, they must explicitly append 
the following text to their message: "I am working flexibly; I do not expect or require a 
response to this message until your next scheduled working day." 
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Document 4: Template KPI & Objective Setting Document 

Objective Area 
Key Performance 
Indicator (KPI) 

Success Criteria(How we measure it 
objectively) 

Technical / 
Output 
Standards 

  

Quality / 
Accuracy 
Standards 

  

Team / Cultural 
Alignment 

  

Review 
Milestone 

Focus Area Progress Notes & Support Plan 

☐ 3-Month 

Initial Review 
 
 
(Probation 
Midpoint 
Focus) 

Core competency 
development and cultural 
integration. 

Progress Notes: 
______________________________ 
 
 
 
Adjustments/Support Needed: 
____________________ 

☐ 6-Month Mid-

Term Review 
 
 
(Autonomy 
Threshold 
Focus) 

Consistency, independent 
working, and meeting full 
output targets before 
unfair dismissal 
protections secure. 

Progress Notes: 
______________________________ 
 
 
 
Adjustments/Support Needed: 
____________________ 

☐ 12-Month 

Annual Review 
 
 
(Long-term 
Development 
Focus) 

Mastery of the role and 
future career planning. 

Progress Notes: 
______________________________ 
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Objective Area 
Key Performance 
Indicator (KPI) 

Success Criteria(How we measure it 
objectively) 

Have required Reasonable Adjustments been 
discussed/implemented for this review period? 
[ Yes / No ] 

Resource 
Category 

Agreed Provision / Details 

Training 
Allocation 

 
 
  

Tools / Systems 
Access 

 
 
 
  

Mentorship / 
Check-in 
Frequency 

 
 
 
  

 

Employee Signature: ____________________ Date: __________ 

Manager Signature: ____________________ Date: __________ 
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Document 5: Template: Formal Probation Midpoint Review 

Employee Name: ____________________ 

Manager: ____________________ 

Role: ____________________ 

Review Date: ____________________ 

1. Performance Against Pre-Set Objectives 
 

Objective / KPI 
Status(On Track / 
Below / Exceeding) 

Manager / Employee 
Comments 

Technical Output   

Quality of Work   

Team Integration   

Question Employee Response / Notes 

What structured training has 
been completed to date? 

 

Are there any operational 
barriers preventing you from 
reaching your KPIs? 

 

Audit Point Response / Specific Details 

Are you able to fully 
disconnect from work 
communications outside of 
your contracted hours? 

[ Yes / No ] 
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Objective / KPI 
Status(On Track / 
Below / Exceeding) 

Manager / Employee 
Comments 

If No, please provide specific 
details (e.g., workload 
pressure, client demands, 
cultural expectations): 

 
 
  

Audit Point Response / Action Steps 

Do you wish to formally or 
informally discuss or submit a 
request for statutory flexible 
working (hours, location, or 
pattern)? 

[ Yes / No ] 

Initial thoughts / action steps:  

Perspective Summary Notes 

Manager Summary  

Employee Summary  

Current Probation Status 
[   ] On Track to Pass      [   ] Structured Improvements 
Required      [   ] Extension Planned 

Employee Self-Assessment 

(To be completed by the employee prior to the formal review meeting) 

Focus Area Self-Assessment Notes 

1. Successes: What are you 
most proud of achieving so 
far? 
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2. Challenges: Where have you 
struggled, and what support do 
you need? 

 

3. Culture: How are you finding 
the team dynamic and the 
"Switch Off" culture? 

 

4. Flexibility: Are your current 
working hours/patterns fully 
meeting your needs? 

 

  

Employee Signature: ____________________ Date: __________ 

Manager Signature: ____________________ Date: _________ 
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Document 6: Template: Month 6 Final Probation Confirmation 

Employee Name: ____________________ 

Manager: ____________________ 

Role: ____________________ 

Review Date: ____________________ 

1. Performance & KPI Final Review 

Strategic Objective 
Outcome(Met / Partially Met / 
Not Met) 

Evidence / Results Achieved 

Core Technical Outputs   

Cultural & Team Integration   

Reliability & Professional 
Standards 

  

 

2. Compliance & Wellbeing Final Check 

Audit Point Status / Verification 

● Right to Disconnect: Has the employee successfully integrated into our 
"switch-off" culture? 

[ Yes / No ] 

● Flexible Working: Are there any active or pending flexible working 
agreements to be formalised in the main contract? 

[ Yes / No ] 

● Health & Safety / Compliance: Have all role-specific safety, data 
protection, and mandatory compliance modules been completed? 

[ Yes / No ] 
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3. The Final Threshold Decision 

Based on a comprehensive review of performance, conduct, and attendance 
during the 6-month window: 

Decision Option Actions & Legal Context Required 

[   ] PASS 
Probation successfully completed. (Issue formal "Letter of Confirmation" and 
transition to permanent employment guidelines). 

[   ] EXTENSION 
Probation extended for [______] months. (Requires detailed documentation 
of reasoning and an active Performance Improvement Plan). 

[   ] 
TERMINATION 

Probation failed. (Requires formal notice, an exit meeting, and a 
documented paper trail proving failure to meet objective KPIs before 1 
January 2027 rights solidify). 

4. Development Goals for the Next 12 Months 

Looking beyond the probationary threshold, what are the primary growth and 
development areas for this employee? 
________________________________________________________________
________________________________________________________________ 

 

5. Employee Final Statement 

Reflecting on your first six months, do you feel you have been provided with the 
tools, clarity, and support to succeed long-term in this role? 
________________________________________________________________ 

________________________________________________________________ 

 

Employee Signature: ____________________       Date: __________ 

Manager Signature: ____________________       Date: __________ 
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7.Annual Leave Request Form & Calculation Engine 

Regulatory Framework: Fair Work Agency (FWA) Enforced Mandate 
Data Retention Rule: Mandatory 6-Year Rolling Record; History 6-year 
retention archive you cannot shred or delete old holiday forms. 

MANAGEMENT GUIDE: Irregular & Part-Time Holiday Calculations 

Under the employment rules enforced by the Fair Work Agency (FWA), holiday 
tracking for workers with irregular hours, zero-hour contracts, or part-time 
schedules must match their actual output to avoid severe non-compliance 
penalties. Managers must use the calculation engine below to compute and track 
entitlements seamlessly. 

• 1. Identify the Hours Worked: At the end of each pay period (monthly or 

weekly), pull the employee’s verified timesheet logs. 

• 2. Apply the Statutory Formula: Multiply the total hours worked by 0.1207 to 

calculate the holiday hours accrued (Hours Worked x 12.07% = Holiday 

Hours Accrued). Example: If a casual staff member works 100 hours in May, 

they accrue exactly 12.07 hours of paid holiday. 

• 3. Processing Holiday Pay: When the employee requests a week off, their 

holiday pay must be calculated based on their average weekly pay over the 

preceding 52 weeks in which they received earnings. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



   

Property of Hrinabox, not for external distribution 2026.  

23 

 
 
PART A: EMPLOYEE LEAVE REQUEST FORM 

Employee Name:  

Department / Team:  

First Day of Requested Leave:  [  ] Full Day   [  ] AM Only   [  ] PM Only 

Last Day of Requested Leave:  [  ] Full Day   [  ] AM Only   [  ] PM Only 

Total Working Days Requested: _________ Days 

Employee Acknowledgment: I request the annual leave dates listed above. I 
acknowledge that I must not book non-refundable travel arrangements until my 
line manager has formally approved this application against corporate 
operational parameters. 
 
Employee Signature: ___________________________          Date: 
_______________ 
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PART B: MANAGEMENT HOLIDAY CALCULATION ENGINE 
Note: 52-week average pay look-back window excludes any weeks where 
the employee received zero earnings. 
 

Step Calculation Parameter 
& Formula 

Result / Notes 

1 Statutory Baseline 
Entitlement 
• Full-Time: Standard 
28 Days capped 
manual allocation. 
• Irregular / Part-Time: 
Apply 12.07% method 
(Hours Worked x 
0.1207). 

________________ 
Hours / Days 

2 Rollover / Carry 
Forward Audit 
Verify if any unused 
leave from the previous 
cycle is legally valid 
under modern health, 
statutory shield, or 
family leave extensions. 

________________ 
Days 

3 Total Year-to-Date 
Allowance 
Sum of Step 1 + Step 2 
= Net Allowance 
Available. 

________________ 
Days 

4 Leave Balance Pre-
Request 
Total Year-to-Date 
Allowance minus days 
already taken during 
the current running 
cycle. 

________________ 
Days 

5 Deduction of Current 
Request 

________________ 
Days 
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Balance Pre-Request 
(Step 4) minus Current 
Requested Days. 

Operational Decision:   [  ] APPROVED   [  ] REJECTED 
Reason for Rejection (if applicable): 
_____________________________________________________ 
 
Manager Sign-Off: I verify that this calculation is accurate and has been logged 
directly to our secure central archive to satisfy the mandatory 6-year retention 
mandate. 
 
Manager Signature: ___________________________          Date: 
_______________ 
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8.Return to Work (RTW) Interview Form 

Regulatory Context: Day-One Statutory Sick Pay (SSP) Overhaul 
Compliance Check: 80% Statutory Low-Earner Rate Enforcement 

Compliance Directive: This interview form must be executed by the line manager 
within 24 hours of an employee returning from any period of sickness or 
unexpected absence. Following the complete abolition of traditional 3-day waiting 
periods, Statutory Sick Pay (SSP) is a Day-One right from the absolute first day 
of qualifying sickness absence. This form serves as the company's verified 
ledger of absence validity. 

PART A: ABSENCE DATA LEDGER 

Employee Name:  

Manager Name:  

First Day of Absence: First Day Back at Work:  

Total Working Days Lost: Days 

Certification Attached: 
[  ] Self-Certification Form (Absences up to 7 consecutive calendar days) 
[  ] Medical Fit Note (Mandatory for absences exceeding 7 consecutive calendar 
days) 

PART B: ACAS-ALIGNED COMPLIANCE INTERVIEW PROMPTS 

Interview 
Compliance 
Checkpoint 

Employee Response & Action Notes 

1. Medical 
Confirmation 
Are you now fully 
recovered and 
physically fit to 
resume all core 
duties safely? 

[  ] Yes   [  ] No 
Action Plan / Phased Return Details: 
 

2. Wellbeing & 
Boundary 
Verification 
Did you feel fully 

[  ] Yes   [  ] No 
Notes if 'always-on' pressure occurred: 
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empowered to 
disconnect from all 
corporate 
communication 
channels during 
your recovery? 

3. Statutory 
Reasonable 
Adjustments 
Does this absence 
relate to an 
ongoing, long-term 
health condition or 
a recognised 
disability? 

[  ] Yes   [  ] No 
Documented adjustments required to mitigate 
triggers: 
___________________________________________ 

 

PART C: DAY-ONE SSP PAYROLL AUTHORISATION 

Day-One 
SSP 
Authorised? 

[  ] YES      [  ] NO (Provide explicit statutory justification 
below) 
Reason: 
_________________________________________________ 

Payroll 
Processing 
Rate 
Selection: 

[  ] Standard Statutory Flat Rate (Applied from Day 1) 
[  ] Low-Earner Statutory Rate (80% of average weekly 
earnings from Day 1) 

Employee Declaration: I declare that I was genuinely unfit for work during the 
stated dates and that all information provided is entirely accurate. 
 
Employee Signature: ___________________________          Date: 
_______________ 
 
Manager Signature: ___________________________          Date: 
_______________ 
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9.12-Week Zero-Hours Reference Period Audit Template 

Regulatory Framework: 2027 Insecure Work Overhaul Mandate 
Enforcement Body: Fair Work Agency (FWA) - Zero-Hours Baseline Protections 

Manager's Operational Guidance Note (Internal Use Only): 
Under the 2027 Insecure Work Overhaul, workers initially engaged on flexible or 
zero-hour contracts possess a statutory right to a guaranteed baseline contract if 
their actual pattern of regular work stabilises. Employers must execute a 
mandatory audit at the close of every 12-week reference period. If the audit 
confirms consistent hours, this letter must be personalised and issued within 14 
days to formalise their updated contractual baseline, mitigating the risk of FWA 
structural non-compliance penalties. 

[Company Name] 
[Company Address] 
[Town/City, Postcode] 
 
Date: ____________________ 
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9a.To: [Employee Name] 
[Employee Address] 
[Town/City, Postcode] 
 
Subject: Formal Notification: 12-Week Contractual Review & Baseline Hour 
Adjustment 
 
Dear [Employee Name], 

In accordance with our commitment to high-integrity workplace practices and the 
latest UK employment regulations governing secure and predictable work 
patterns, the company recently conducted its statutory 12-week reference period 
review of your working hours. 
 
This review analysed the actual hours you completed between [Start Date of 
Reference Period] and [End Date of Reference Period]. The objective data 
confirms that you have consistently worked a regular pattern of hours that 
exceeds your initial zero-hour engagement framework. Consequently, we are 
delighted to formally transition your role to a guaranteed baseline hour profile to 
provide you with increased financial security and structural stability. 

SUMMARY OF STATUTORY 12-WEEK AUDIT FINDINGS 

Total Hours Completed in 
Reference Period: 

Hours 

Calculated 12-Week Weekly 
Average: 

Hours per week 

Your New Legally Guaranteed 
Weekly Baseline: 

Hours per week 

Effective Date of Contractual 
Variation: 

 

 

What this means for you: 
Your updated hourly baseline means [Company Name] legally guarantees to 
offer you a minimum of the hours stated above each week, and you will be 
compensated accordingly. Your standard core scheduling, rate of pay, and 
existing statutory benefits remain fully protected and continuous. All other core 
terms within your individual Contract of Employment remain unchanged. 
 
Please review the data table above, sign one copy of this contractual variation 
letter to confirm your agreement, and return it to Human Resources within 14 
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days of receipt. 
 
Thank you for your continued dedication, effort, and hard work at [Company 
Name]. 
 
Yours sincerely, 
 
 
___________________________ 
[Manager/Director Name] 
[Title] 
[Company Name] 

EMPLOYEE ACCEPTANCE AND ACKNOWLEDGMENT 
I hereby accept the contractual variation detailed above and acknowledge the 
updated guaranteed weekly baseline hours to my employment terms. 
 
Employee Printed Name: ___________________________  
 
Employee Signature: ___________________________          Date: 
_______________ 
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10.Statutory Bereavement Leave Request & Tracking Form 

Regulatory Framework: 2027 Day-One Statutory Bereavement Leave Rights 
Compliance Parameter: Independent Compassionate Leave Tracking (Separate 
from Sickness Logs) 

Compliance Note for Management: 
As of the 2027 employment updates, Statutory Bereavement Leave is an 
absolute Day-One right providing 1 week of fully protected leave for employees 
navigating the loss of a dependent or immediate relative. To maintain regulatory 
compliance under modern audit frameworks, this leave profile must be 
categorised independently from standard sickness absence or generic annual 
leave channels. This template standardises logging to insulate the business from 
capability-tracking distortions. 

PART A: EMPLOYEE BEREAVEMENT LEAVE NOTIFICATION 

Employee Name:  

Department / Team:  

First Day of Statutory Absence:  

Expected Return to Work Date:  

Total Planned Working Days Lost: Days 

Employee Acknowledgment: I notify the business of my requirement to take 
statutory bereavement leave for the dates detailed above. I confirm this absence 
corresponds with a qualifying statutory relative or dependent loss. 
 
Employee Signature: ___________________________          Date: 
_______________ 
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PART B: MANAGEMENT PROCESSING & INDEPENDENT LEDGER 
TRACKING 

Reviewing 
Manager 
Name: 

_________________________________________________
_____ 

Statutory 
Day-One 
Rights 
Checked? 

[  ] YES  (Verified: Length of service service rule is not 
applicable) 

Absence 
Classificatio
n Profile: 

[  ] Coded as Statutory Bereavement Leave 
[  ] EXCLUDED explicitly from disciplinary sickness trigger 
point metrics 

Payroll 
Action 
Code: 

[  ] Statutory Bereavement Rate Applied 
[  ] Contractual / Enhanced Full Paid Compassionate Leave 
Rate Applied 

Manager Compliance Declaration: I verify that this leave profile has been 
successfully segregated within the corporate absence management ledger to 
satisfy 2027 statutory tracking parameters. 
 
Manager Signature: ___________________________          Date: ________ 
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