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Recruitment Policy

	Employee Recruitment and Selection Policy Sample
This Employee Recruitment and Selection Policy template is ready to be tailored to your company’s needs and should be considered a starting point for setting up your recruiting policies.
[bookmark: _GoBack]Disclaimer: This policy template is meant to provide general guidelines and should be used as a reference. It may not take into account all relevant local, state or federal laws and is not a legal document. Neither the author nor HR Expert Australia will assume any legal liability that may arise from the use of this policy.



This policy can only be considered valid when viewed via the [Company Name] intranet site.  If this document is printed into hard copy or saved to another location, you must check that the version number on your copy matches that of the one online.


1. General

1.1. It is [Company Name]'s policy that Senior Managers are responsible for recruitment. A line manager who wishes to recruit a staff member must first obtain approval from their Senior Manager using the [Company Name] Staff Recruitment Approval Form. This form must then be sent to the Human Resources Manager to arrange final approval.  Where recruitment is planned to fill a vacancy created by a leaver, approval will normally be granted automatically. If, however, the line manager wishes to upgrade a position, or create a new position, justification for this must be presented.

1.2. [Company Name] aims at all times to recruit the person who is most suited to the particular job. Recruitment will be solely on the basis of the applicant's abilities and individual merit as measured against the criteria for the job. Qualifications, experience and skills will be assessed at the level that is relevant to the job.

1.3. The [Company Name] Recruitment Toolkit must be used at all times when recruiting staff. 

2. Position Description 

2.1. Before embarking on the process of recruitment, the line manager must ensure that there is an up-to-date position description for the job role which also contains a clearly drafted employee specification. The position description will describe the core capabilities and values for all staff, the scope and the key result areas such as duties, responsibilities and level of seniority associated with the post, whilst the employee specification will describe the type of qualification(s), training, knowledge, experience, skills, aptitudes and competencies required for effective performance of the job.

3. Advertising 

3.1. With the exception of short term casuals, it is [Company Name]'s policy that all vacancies will be posted on the [Company Name] Intranet site. Existing employees are encouraged to apply for vacant positions if they have the appropriate qualifications, experience and skills.

3.2. Where the job is to be advertised externally, the proposed advertisement must abide by the recruitment guidelines set by the HR department, and/or by the funding provider. Line managers should also consider and discuss with the HR department whether it is appropriate to post the vacancy in a jobcentre or place it with an approved employment agency (this would be a last resort and subject to budgets).

3.3. Where the job is to be advertised externally, it will be advertised on the [Company Name] website in addition to the other media channel which is relevant for the role. 

4. Equal Employment Opportunities 

4.1. [Company Name] is committed to applying its equal employment opportunities policy at all stages of recruitment and selection. Shortlisting, interviewing and selection will always be carried out without regard to gender, sexual orientation, marital status, disability, pregnancy, colour, race, nationality, ethnic or national origins, religion or belief, age or trade union membership. 

4.2. Furthermore, any candidate with a disability will not be excluded unless it is clear that the candidate does not meet the minimum criteria outlined in the employee specification. Reasonable adjustments to the recruitment process will be made to ensure that no applicant is disadvantaged because of his/her disability.

5. Interviews

5.1. Managers conducting recruitment interviews will ensure that the questions they ask job applicants are not in any way discriminatory or unnecessarily intrusive. The interview will focus on the needs of the job and skills needed to perform it effectively. The [Company Name] Core Capability Interview Questions should always be used in every interview. 

5.2. A record of every recruitment interview must be made and all documentation, including interview questions and answers, scoring sheets and the applicants resume is to be retained for a 12 month period and stored in one central point in a secure, lockable location within each regional office. 

5.3. On no account should any job offer be made during or at the end of an interview.

5.4. Position specific qualifications or documents should always be sighted in their original format. 

5.5. Panel interviews are preferred as they help to negate personal bias, stereotyping and preconceived ideas about who the successful applicant should be. Any member of the selection panel who personally knows an applicant should declare this to the other selection panel members prior to the interview taking place. 

6. References

6.1. It is [Company Name]'s practice to seek the successful candidate's consent for it to seek two current references and on occasions to ask for documentary proof of qualifications. Any offer of employment will be conditional on both of these being satisfactory to the Company.

6.2. References must be obtained before any offer of employment is made in line with the Reference Check Policy and reference pro-forma. 


7. Background Checks

7.1. It is [Company Name]’s policy to carry out a national or state background police check and/or a working with children check. This is in line with our Background Checks Policy. Please refer to the Recruitment Toolkit or Background Checks policy for more information. 

Other [Company Name] Policies Relating To This Document: 

· Policy - Equal Employment Opportunities 
· Policy - Reference Checks
· Policy - Background Checks 
· Code of Conduct

Toolkit: 

· [Company Name] Recruitment Toolkit











8. Example Recruitment Procedure

8.1. The following procedure is to be followed when carrying out the Recruitment and Appointment process within [Company Name]: 
 (
Determine award, remuneration level and request a 
Salary & Benefits Sheet 
from HR
) (
Complete a 
Recruitment Approval Form 
for the Position
& send to HR
) (
Read 
Recruitment & Appointment Process Toolkit
) (
Design / Obtain 
/ update the
Position Description
 (
PD)
using
 PD template 
)



 (
Send all applicants 
Acknowledgment of application 
letter / email
)
 (
HR to 
Advertise Job
 i
nternally
 on the Intranet and e
xternally
)
 (
Determine the Selection Technique
e.g Interview, Selection Panel, Presentation, etc
) (
Draft Ad using P
D &
Job ad 
t
emplate
then submit to HR
) (
Obtain
Authorisation
)




 (
 Shortlist Applicants to interview – use 
Shortlisting form
and/or
 Phone Screening Q’s
)
 (
Conduct Interview, Use similar interview questions for all candidates and make notes.  Use 
Core Capability
 Interview Questions
 provided by HR
) (
Phone applicants to attend interview 
& also s
end 
Interview Confirmation
letter /email
) (
Conduct Reference Checks – at least 2 to be completed, using 
reference check pro-forma
. 
References must be documentedon the pro-forma
) (
Discuss p
roposed Employment Conditions e.g pay, 
work days
, hours
)	





 (
Complete 
Data File
 for Employment Contract 
request 
and send to HR
 ensuring all relevant employment details are documented 
)
 (
Inform HR to conduct Working with Children Check or National Police Check. 
Wait for clearance before job 
offer.NB
:
 This is for certain roles only
) (
Select Successful Applicant
. Decide start date
 and call applicant to verbally offer the job
)





 (
HR will send Employment Contract, Offer Letter and Salary & Benefits Sheet to the relevant Senior/Executive Manager to issue
)


 (
Provide Feedback to Unsuccessful Candidates. Use Standard Letter: 
Unsuccessful after interview
NB: If Internal Applicant, meet and provide detailed feedback with a suggested development plan 
)

 (
Send to Candidate the following:
Letter of Offer 
(obtain from HR)
Contract 
(obtain from HR)
Tax File Declaration Form
Super Choice Form
Job Description
Salary & Benefits sheet and Explanation sheet
[Company Name]
 Employee Benefits Sheet
Employee Details Form
)





 (
Prepare Induction, IT requirements, 
desk, computer, 
office space requirements etc
)	



 (
The following documentation is mandatory 
before the first pay run
, please send to PAYROLL:
Letter of Offer
Contract 
(signed & dated)
Tax File Declaration Form 
(signed & dated)
Super Choice Form 
(signed & dated)
Job Description 
(signed & dated)
Salary & Benefits sheet 
(signed & dated)
Employee Details Form 
(signed & dated)
Copy of ID / Passport / Visa / Working permit
) (
The following documentation is needed 
within the first fortnight
 of employment
, 
please send to PAYROLL
:
Resume
Interview notes
2 x reference checks
Signed Prohibited Employment Declaration 
Form
(
If applicable)
)	
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