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Highland First Aid

RECRUITMENT AND SELECTION  - POLICY & PROCEDURE
POLICY

The recruitment and selection decision is of prime importance as the vehicle for obtaining the best possible 
person-to-job fit which will, when aggregated, contribute significantly towards Highland First Aid's effectiveness. It
is also becoming increasingly important, as the Company evolves and changes, that new recruits show a 
willingness to learn, adaptability and ability to work as part of a team. The Recruitment & Selection procedure 
should help managers to ensure that these criteria are addressed.

This policy ensures our Recruitment and Selection Policy will :

 be fair and consistent; 
 be non-discriminatory; 
 conform to all  statutory regulations and agreed best practice. 

PROCEDURE

The Recruitment Process

The following procedure will be used when a post is to be filled. The appointing person must:

Define the job. If it is an existing post -  is an exact replacement required or is this an opportunity to revise the 
requirements. If it is a newly established post be clear on the exact requirements, draw up a job description. 

The Selection Process

Appropriate selection procedures must be used for each post. Procedures may vary, at its simplest this may 
involve a straight forward interview and skills testing. 

The application forms received by the closing date will be forwarded to the appointing man

SELECTION

1. Decide on the interview as soon as possible and arrange a suitable date with them.

2. Complete the interview, and taking account of the outcome of any testing, decide on the most 
suitable candidate. Contact them by phone and offer the post (conditionally when details such
as references, medical etc. have to be confirmed) agreeing verbally the salary and proposed 
start date.

3. Set up an individual induction programme for the new appointment.
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