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RECRUITMENT POLICIES TEMPLATE
Summary:

A policy on recruitment should be prepared and coordinated with the organisation's overall human resource management policies. This policy will be influenced by overall organisation policies, legislation, employment agreements and labour market conditions, and should include promotions and both internal and external hiring guidelines. 
SAMPLE RECRUITMENT POLICY:

Introduction
(Name of company) has a commitment to the development and wellbeing of its employees, integrity in its business dealings and success and prosperity in the automotive aftermarket industry. 

This policy is designed to maintain appropriate recruitment standards throughout the organisation and to provide a resource to assist managers to conduct recruitment to maximise the probability of successful hiring decisions. 

The company undertakes to comply with all current legislation which governs aspects of recruitment. 

This policy will be reviewed regularly and modified as required to reflect changes in company policy, best practice in recruitment processes and compliance with relevant legislation. 

Policy statement
Recruitment of (name of company) employees will be based on merit in fair and open competition without patronage, favouritism or discrimination. 

Vacancies will be filled by promoting existing employees wherever suitable. External recruitment will occur only when no properly qualified internal candidate is available. 

How the process works
Recruitment responsibility
Recruitment is the responsibility of line management of the respective Branch/State. Managers must engage in a consultative process with their Branch/State managers and relevant Employment Committee, who will carry out this activity with them. Each branch is responsible for adhering to this recruitment policy. 

Authority to approve vacancy
A manager wishing to replace or hire additional staff must use an Employment Requisition Form, accessible via the company intranet. The request must be endorsed by the Department Manager and endorsed by the relevant Employment Committee. The Committee may approve, modify or deny the request. 

Appropriate justification should accompany the requisition. This should include: 
• The objective of the position; 

• An evaluation of alternatives to filling the position; 

• The consequences of not filling the position; 

• The reason for an ongoing requirement; 

• Cash flow expectation; 

• Organisation chart; and 

• Accommodation details.

Assessment of company staff to fill vacancy
The availability or otherwise of internal candidates is determined jointly by the Human Resources Manager (or suitable other Manager) and the Branch/State Manager. Under no circumstances is a manager to make a direct approach to an employee in another area of the company. 

Advertising
All vacancies will be advertised internally. External advertising will occur if no suitable internal candidate is available or where special circumstances exist. It is the responsibility of the Human Resources Manager to ensure all advertisements conform to legislative requirements and standardised company approach. 

Selection procedures
Generally, no more than six candidates will be short listed and interviewed. A minimum of two interviewers will conduct the interview, one of whom will always be the person to whom the position reports. 

Probationary periods
If a probationary period is to apply, the manager must inform the applicant before hiring him/her of the maximum length of the period and the review process which follows. 

Casual employment
The nature of casual employment is day-to-day employment. This fact should be drawn to the attention of every casual employee when the employee is first introduced to the company. Clear indication of the absence of notice requirements and the fact that employment is not ongoing should be made. 

Making the offer
All formal offers of employment, including the salary, must be first approved by the relevant Employment Committee. A standard letter to unsuccessful applicants must be used. 

Conditions relating to permanent employment will commence from day one of employment. 

Induction
All new employees will participate in the induction program. 

Special requirements
Pre-placement medical examinations
Medical examinations will be required before an appointment is made for some positions. Where the position requires such an examination, this must be stated at the interview. 

Relatives
Relatives of employees may be employed by the company provided they are not employed in the same department. 

