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Identifying Needs Candidate Search Application Interview Job Offer
Either the MD or Director will The .Co' Will either use a »| All candidates will be asked to The MD or Director will Y The MD or Director
. selection agency or another ) - - .
establish the needs for : . . completed a standard job undertake the interview and Will make an offer to the
" medium for attracting suitable . . .
recruiting a new staff member . application form record key details etc candidate
candidates
- - /

%
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Detailed Instruction

A

Where required

A job description will

be prepared

See interview notes

See job application
form

References must be

taken up:

Right to work and any
associated financial

checks.
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Evaluation of Training

Objectives Review

Detailed Instruction

See contract of
employment

Additional competence
test quiz may be taken

Job Start Induction Competence Review Provide Training

8 The Company will issue a ] ] Training is evaluated to
8 standard contract of | | The Director will prepare an The Director or nominee Where further training is ensure that it meets the At least annually the
o employment and ensure induction. An induction will undertake a needed. This is logged and required needs. The Director will undertake an
E that all references etc have checklist is completed competence evaluation with| | o Lo training is provided competence schedule is ‘objectives’ review with staff
_ been returned the new employee update
4
(0]
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c
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The MD or Director will

communicate the QA

system to the new
employee & the
importance of meeting
quality objectives
4 I :
See competence See on-going training 4 See Objectives
evaluation . N training form
form See on-going training
See contract of form
4 employment




