
Employee Recruitment and Selection Policy Template

1. Purpose

The purpose of this Employee Recruitment and Selection Policy is to outline the procedures and
guidelines for hiring new employees at our organization.

2. Recruitment Process

● All job openings will be posted on our company website and other relevant job boards.
● We will actively recruit candidates from diverse backgrounds to promote inclusivity in our

workforce.
● The HR department will review all applications and shortlist candidates based on

qualifications and experience.

3. Selection Process

● Shortlisted candidates will undergo a series of interviews with the hiring manager and other
relevant team members.

● Reference checks will be conducted for final candidates to verify their qualifications and
work history.

● A job offer will be extended to the selected candidate, contingent upon the successful
completion of a background check.

4. Onboarding Process

● Once a candidate accepts the job offer, the HR department will coordinate the onboarding
process.

● New employees will receive an orientation to familiarize them with company policies,
procedures, and culture.

● Training and development opportunities will be provided to support the growth and success
of new employees.

5. Compliance



● This policy complies with all relevant employment laws and regulations to ensure fair and
equitable hiring practices.

● Any concerns or complaints regarding the recruitment and selection process should be
reported to the HR department for investigation.

6. Review and Update

● This policy will be reviewed and updated as needed to reflect changes in recruitment and
selection best practices.

● Feedback from hiring managers and new employees will be considered in the continuous
improvement of our recruitment process.

Sources:

- Equal Employment Opportunity Commission. (https://www.eeoc.gov/)

- Society for Human Resource Management. (https://www.shrm.org/)


