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Policy acknowledgement form
[Company name]
About the policy
	Detail
	Entry

	Policy name
	[Policy name, for example Disciplinary procedure]

	Version
	[Version number, for example 2.1]

	Date of this version
	[DD/MM/YYYY]

	Where the full text lives
	[Location, for example intranet link or shared drive path]

	Contractual or non-contractual
	[Contractual / Non-contractual]

	What changed since the last version (re-issues only)
	[Two or three lines on what is different, or "First issue"]



What you are confirming
By signing this form I confirm that:
1. I have received version [version number] of the [policy name], dated [DD/MM/YYYY].
1. I have been given time to read it.
1. I know where to find the full text: [location].
1. I know who to ask if I have questions about it: [name and role].
[For a contractual policy or a change to contract terms, use a separate agreement letter. This form records receipt, not agreement to a contract change.]
How the policy was delivered
☐ Email with the policy attached or linked
☐ Intranet or shared drive link
☐ Printed copy handed over
☐ Walked through in person or on a call with [name]
☐ Other: [describe]
Date the policy was sent: [DD/MM/YYYY]
Time given to read it before signing: [for example, three working days]
Questions raised
	Question raised by the employee
	Answered by
	Date answered

	[Question, or "None"]
	[Name and role]
	[DD/MM/YYYY]

	
	
	



Signatures
	
	Employee
	Manager or HR

	Name
	[Full name]
	[Full name]

	Role
	[Job title]
	[Job title]

	Signature
	
	

	Date
	[DD/MM/YYYY]
	[DD/MM/YYYY]



Keep this form with a fixed copy of the policy version named above. [Company name] keeps these records for [retention period] in line with its retention schedule, and access is limited to [who has access].
Employer record log
One row per person, per policy, per version. Add a new row when a policy changes rather than overwriting the old one.
	Employee name
	Policy
	Version
	Date issued
	Date acknowledged
	How delivered
	Questions raised (Y/N)
	Re-acknowledgement due
	Notes

	[Name]
	[Policy name]
	[2.1]
	[DD/MM/YYYY]
	[DD/MM/YYYY]
	[Email / Intranet / Printed / In person]
	[Y/N]
	[Date or "On next change"]
	[Notes]

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	



Checklist for the employer
☐ Fixed copy of each policy version saved, with version number and date
☐ Each policy labelled contractual or non-contractual
☐ Forms issued one policy at a time, not one for the whole handbook
☐ Questions recorded with who answered them
☐ New form issued after each meaningful change, with a summary of what changed
☐ Log reviewed for anyone still to acknowledge the current version
☐ Retention period set and written into the retention schedule
☐ Access to forms and log limited to the people who need it
