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1.  SCOPE

This procedure outlines the system used to ensure the best practice for recruitment, induction and training is followed, and applies to all employees and potential employees of the Company. It shall also provide the framework for ensuring all personnel are appropriately qualified or competent to fulfil their responsibilities, and training provided where this is not the case.

2.  DEFINITIONS
No unusual terms used.

3.  PROCEDURE

3.1 Responsibilities
3.1.1
The Managing Director shall be ultimately responsible for ensuring that recruitment and training activities are undertaken within the company, in line with agreed best practice and the company’s CSR policy.

3.1.2
The Company Secretary shall be responsible for day-to-day HR activities, including the maintenance of the Personnel Files and for the retention of correspondence relating to HR matters. The Company Secretary shall be personally responsible for ensure that the WW Martin Recruitment Guidelines WI 04 are strictly adhered to with during the recruitment process.

3.1.3
Managers shall be responsible for initially handling daily personnel matters, including grievance and disciplinary affairs, and liasing with the Company Secretary when appropriate.

3.2
Advertising and Recruitment
3.2.1
Upon identification of the need for additional human resource from the a member of the senior management team, a request shall be submitted to the Company Secretary.

3.2.2
Once approval is received, the Company Secretary shall draw-up a Job Description and/or Person Specification in conjunction with the applicant. This should include the job title, main purpose of job, scope of job and a clear outline of the main responsibilities.

3.2.3
The Company Secretary shall select the most appropriate media for reaching the target population including, employment agencies, local newspaper advertising, trade journals etc. This shall be in accordance with WI 04 Recruitment Guidelines.

3.2.4
Candidates that apply for a position shall be requested to submit a CV or complete a Job Application Form as appropriate for the position. Candidates shall also be requested to complete an Equal Opportunities Monitoring Form. See also WI 03 Equal Opportunities & Diversity.
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3.3
Candidate Selection and Interview
3.3.1
The Company Secretary shall short list applications initially according to the Job Description and/or Person Specification requirements and then discusses any potential candidates with the applicant / Line Manager from the Senior Management Team. The interview process shall be undertaken in accordance with WI 04 Recruitment Guidelines.
3.3.2
The Company Secretary shall arrange the reject letters and interview invitation letters accordingly and schedule interviews in conjunction with the Line Manager.

3.3.5
An Interview Checklist may be agreed between the Company Secretary and Line Manager prior to each interview to give each candidate a fair and equal chance and to most effectively ensure an accurate picture of whether the candidate is suitable for the position. 

3.4
Confirmation of Employment / New Position
3.4.1
Having decided on a new recruit, the position will initially be offered verbally by the Company Secretary or Line Manager, pending the follow-up of at least two references provided by the successful candidate, and where necessary, the verification of any professional qualifications.

3.4.2
On acceptance by both parties, the new recruit's employment details shall be confirmed in writing. The new employee shall be requested to sign and return a copy of the employment letter, acknowledgement of their full understanding of the terms and conditions.

3.4.4
A full Contract of Employment shall be issued after a successful completion of an initial three month trial period (as agreed between the Company Secretary and respective Line Manager).

3.5
Induction and Training
3.5.1
Suitable induction training will be given, including as a minimum all the points detailed on the Induction Check List. 

3.5.2 
Further training may be undertaken either in house or externally, as appropriate to meet the Company's and individuals training needs. Assessment of training needs may be determined through:

*  New or modified Operating Procedures / Regulations

*  Shortfalls identified by the H&S Committee

*  New equipment

*  As a result of poor performance

* Job Descriptions (and responsibilities)

*  Completion of Induction Training

*  CDM Reviews

*  Site Inspection Reports (KPI evaluation)

*  Management Review Meetings and Audits

*  Accident Investigation recommendations

*  Policy Objectives

3.5.3
Once a training need has been identified as above, further consideration shall also be given to the individual’s personal abilities (physical and psychological), their comprehension of the English language and level / type of risk they are expected to be exposed to. 
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3.5.4
All training will be recorded on the individual’s Training Record Sheet by the Quality Manager, and the Training Matrix and Expiry Schedule updated accordingly. New starters shall be added to the Matrix once their Induction period is complete.

3.5.5
Details of all Company employees training shall be retained in the Training File. These records must also include a copy of any relevant certificates and licences held by the employees.

3.5.6
The Director responsible for training will authorise all training recommendations. The Quality Manager shall be responsible for booking courses, notification, and recording of details on the Training Matrix.

3.5.7
The Quality Manager will also be responsible for gathering information regarding the Tradesmen’s skills and competency for the CSCS card scheme, and similar.

3.6
Evaluation of Training Effectiveness
3.6.1
The Training Providers shall be required to supply information relating to the effectiveness of the training and where appropriate the attainment achieved.

3.6.2
Copies of the evaluation feedback shall be forwarded to the Quality Manager for review and retention. Wherever possible, courses shall conclude with a test and certification issued to that effect.

3.6.3 Where workshops and seminars are attended, their effectiveness shall be evaluated by the person who originally organised it, usually the Line Manager. The knowledge the trainee gains shall be assessed through use of the Line Manager’s own experience, which will then be noted on the Training Record Sheet. The definitions shall be as follows:

1) Was unable to absorb any information provided and gained no benefit from the course.

2) The course provided some knowledge but could not be practically applied.

3) The course provided basic knowledge which would benefit the incumbent in their day to day application of their work.

4) The majority of the course was absorbed and a satisfactory level of application was anticipated.

5)
The course was absorbed in its entirely to the point where the incumbent could coach others and the knowledge could be applied to improve current processes.
3.6.4
Practical application of training provided shall be monitored through Audit and Inspection and fed back to the Management Reviews and Safety Committee meetings as per CP14.

3.7
Competency Evaluation
3.7.1
The Directors are personally responsible for ensuring that all personnel, including top management, are competent prior to permitting them to perform tasks that can impact on health and safety or have an environmental impact.

3.7.2
Site Operatives and Tradesmen shall, wherever possible, maintain their CSCS Registration (including Operator’s CPCS tickets). Site Agents shall be responsible for encouraging and assisting Tradesmen to become registered if they have not already done so. 

3.7.3
Site Agents and/or other members of a project management team will also ensure that Operative Competency Assessments (form QR-102) are undertaken for the contracts they are supervising. These Assessments shall be retained in File 4 of the Start-Up Pack as described in CP5.

	COMPANY PROCEDURE
	W. W. Martin

	CP 13   Training & Personnel                               Issue  9
	Page    4  of  4


3.7.4
The Directors shall be responsible for ensuring that all levels of Management receive an annual competency evaluation. This may be undertaken personally by the Directors or by nominated managers with the appropriate experience. The one-on-one evaluation shall be recorded on a Competency Matrix (HS&E), a copy of which shall be offered to the incumbent when completed. A copy must also be forwarded to the Quality Manager along with any Training Requests raised as a result of the evaluation.

3.7.5
Managers undertaking the following specific tasks shall also be evaluated against the minimum competency requirements defined within the appropriate procedure / document:


*
Internal Auditors - CP12


*
Health & Safety Management System Representative - CP22


*
Risk Assessment creators / approvers - CP21

3.7.6
For circumstances where a competency evaluation is required for a uniquely specific task or responsibilities which are exceptional to the norm, the Directors may choose to undertake a Technical Interview. This shall be recorded in the style of a standard management appraisal.

4.  RELATED DOCUMENTS

Induction Check List   (QR-01)

Training Record Sheet   (QR-02)

Job Application Form    (QR-03)

Equal Opportunities Monitoring form  (QR-96)
Operative Competency Assessments  (QR-102)
Competency Matrix (HS&E)
Training Matrix

Training Files

CP14 Management Reviews

WI 03 Equal Opportunities & Diversity

WI 04 Recruitment Guidelines

Expiry Schedules
