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RECRUITMENT POLICIES & PROCEDURES
This document provides clear guidelines and procedures to managers on recruitment to ensure that an open and clear process is in place for consistent and quality recruitment.  

Three types of recruitment covered by this policy include:
· Recruitment for regular staff

· Recruitment for short-term/temporary staff

· Recruitment for consultants
RECRUITMENT PHASES 

Phase 1:   Developing a case for recruitment

This step is conducted by the recruiting office and begins when a decision is made to fill a vacant position or create a new position in the program, project or unit. The position’s supervisor will need to determine the job specifications for the position, which include job description, designated grade, posting, type of contract and budget for the position. This process should ideally progress through the following steps:
· Job Description: This step consists of defining the position or job to be performed. It is usually based upon a suitable job analysis methodology. It includes such items as job context, purpose, duties/responsibilities, accountability and supervisory details.

· Position Specification: The content of the job description and matters pertaining to the candidate’s fit within the organization and unit in which the vacancy exists are then considered. From this review, required or desired skills, experience, competencies, knowledge and other attributes are detailed.
· Person Profile: This step yields a manageable specification of what is required for this particular recruitment. This step entails reviewing the position specification and job description against other considerations including current staffing levels and future staffing changes over the next few years to determine priority requirements.

During this process, all relevant management should be involved to ensure adequate buy-in and authorization for the recruitment in all relevant offices.

The line manager will consult with the technical and operational manager/direction to ensure quality and consistency with job design as a matter of priority.

The HR office will provide guidance as required by the recruiting office in the developing a job description, person specification, the optimal profile/ fit, and the position grading.

All relevant details will be entered into the recruitment requisition form. 

Phase 2: Verification
This phase is initiated by the submission of a recruitment requisition form by a unit/project director to HR. Once received by the HR Office, the request form is reviewed for information needed to support the recruitment process including:
· Proper authorization from the program/unit/corporate level

· Clear designation of job title, job description and designated grade

· Financial clearance on funding availability for the recruitment, establishment and cost of employment.

For positions with middle management responsibility or higher, members of the Senior Management Team associated with the hiring unit/corporate level should be involved and will provide final approval for the recruitment. 

Phase 3: Candidate Search 

With key input from line management, HR will facilitate and execute the candidate search phase. 
Setting Recruitment Strategy: This entails considering possible sources for potential applicants, identifying the sources to be tapped, and considering where an investment of time and resources is mostly likely to gather the best results. The output of this activity is a plan for the recruitment campaign including:

· Internal search – search through in-house roster

· Internal advertising – the staff announcement is issued simultaneously with the external advertisement 
· External advertising – Advertising on various specified daily newspapers, journals, associations, education facilities and various Internet sites, conducting selective searches through recruitment agencies and network circulations.
Adequate time is given to the process depending on the search modalities and type of recruitment. 

HR receives and/or retrieves all applications and compiles them in a file, which is handed over to the recruiter, following the designated search period. HR may assist the program/unit by conducting a pre-screen of all applications received to ensure that the applicants meet minimum requirements specified in the job description and vacancy announcement. This will be executed at request and according to time availability.

Phase 4: Short Listing Applicants
HR is in charge of facilitating the selection process in collaboration with the recruiter. The recruitment panel should ideally be composed of a maximum of 6 and a minimum of 4 people, including the supervisor of vacant position, the next senior level of management, a person outside the concerned office who may be a stakeholder in the position and HR representative. The panel should be technically competent and able to assess the skills needed for the position, and should be representative of staff/units who will collaborate with the hired individual.

The panel or a selection of the panel should establish criteria for short listing, and an individual should review applications to shortlist three to six candidates to be interviewed, based on the criteria established by the panel. 
Phase 5: Scheduling Interviews
HR will schedule interviews and manage communications with short listed candidates on all matters, and will also coordinate with panel members.

HR will also prepare relevant interview materials at this time, based on input from the recruitment panel. 
Phase 6: Interview, Evaluation and Selection 

The following issues should be considered during the selection phase:
· Assessment Strategy: The panel uses the person profile and compares applicants and assessment modes available against the profile. Assessment modes may include application and CV, work samples, tests, interviews, and oral presentation as appropriate. The panel identifies the most suitable methods to assess each requirement and plans accordingly. The recruiter, in collaboration with the facilitating HR officer, will conduct reference checks on all candidates recommended for the job.
· Interviews: The purpose of the interview are to identify and evaluate how the candidate matches the requirements of the position, what the candidate’s capabilities are, how the position is likely to suit the candidate, how the candidate is likely to perform, and how the candidate will fit within the organization and unit. Additionally, the interview will provide the candidate with sufficient information about the job, and enable interviewers to project an attractive and accurate image of the organization.
· Analysis of Data and Decision-making: Data derived from the process will be analyzed and decisions should be based on objective criteria, and not unduly influenced by subjective impressions. The HR representation on the recruitment panel should act as secretary for panel discussions. The decision on the selected candidate should be based on consensus, however, priority will be given to the supervisor’s opinion, in case of close distinction between acceptable candidates. 
Following interviews, HR compiles the minutes of the process, the panel recommendation and facilitates actions points, such as follow up on reference checks for recommended candidates.

Phase 7: Offer and Acceptance of Employment

An offer of employment is processed for the most suitable candidate by HR. After acceptance of an offer, a contract is prepared and the file is closed for active recruitment.
Depending on interview results, the selection panel may recommend that potential/promising candidates be listed on the roster, which HR maintains, for future opportunities. 
Candidates who do not move past the interview process are notified through a regret letter processed by HR.
Once a candidate accepts an offer, the process allows for the normal period of notice, usually one month for the candidate to serve notice to former employer/s, before joining the organization. For senior positions, this period may be extended to three months as required. 
HR will facilitate contract preparations and initiate pay and benefits instructions per contract. HR executes this process within the policy guidelines and in conjunction with the line management.

Phase 8: Orientation
HR is responsible for setting up an orientation program for all new staff to supporting settling of the new staff at duty station and to ensure that the staff has sufficient information on the mission, strategy, structure and policies of the company.
Note: This is a sample to be adapted for your use. This sample is made possible by the generous support of the American people through the United States Agency for International Development (USAID). Its contents are the responsibility of FHI 360 and do not necessarily reflect the views of USAID or the U.S. Government.
PAGE  
4

