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Hiring Policy and Procedure [P&P]
Effective date:


Date of last revision:


Policy

A standardized selection process gives the business a better chance of selecting the best possible candidate for the position offered. 

The candidate selection process includes the following steps: (Retain only the steps that you intend to use.)

1. Posting of position 

2. Application form or submission of CV (curriculum vitae)

3. Pre-selection of candidates 

4. Administration of tests

5. Selection interviews 

6. Reference checks 

7. Decision of selection committee

8. Job offer (starting with the best candidate)

9. Hiring contract 

10. Request for a medical exam (optional)

Procedure(s)
Posting:
· Available positions shall be posted internally and externally.
· All current employees are encouraged to suggest possible candidates. 

Selection Committee 

The Selection Committee shall be made up of at least two (2) persons and may add a specialist, if needed. This Committee is responsible for handling the hiring process. 
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