[bookmark: _GoBack]Standard Operating Procedure
DRAFT	Comment by Mérat: Utilisation des styles, TOC














	Title
	Recruitment of new colleagues

	Reference
	SOP- XXXX

	Implementation
	

	Redaction
	

	Validation
	

	Approval
	

	
	

	
	



















1
SOP- XXXXX

[bookmark: _Toc201117702]TABLE OF CONTENTS



TABLE OF CONTENTS	3
1.	Scope	5
2.	Objective	5
3.	Background	5
4.	Responsibilities	5
5.	Procedure	5
5.1.	Definition of human resources needs	5
5.2.	Definition of the applicant’s profile	5
5.3.	Applicant’s selection	6
5.4.	Job interviews	6
5.4.1.	HR interview	6
5.4.1.1.	Phone interview	6
5.4.1.2.	Physical interview	6
5.4.2.	Operational interview	6
5.5.	Discussion between the HRD and the concerned department.	6
5.6.	Job beginning	7
6.	Standard forms	7
7.	Flow chart	7
8.	Bibliography	7
FLOWCHART: RECRUITMENT PROCESS	8



[bookmark: _Toc358600160][bookmark: _Toc49317440]Glossary




HR: Human resources
HRD: Human Resources Department
SOP: Standard Operating Procedure
OPM: OPerating  Manual 









1. [bookmark: _Toc201117703]Scope

This Standard Operating Procedure (SOP) applies to all recruitments of new colleagues performed in the company.

2. [bookmark: _Toc201117704]Objective

To describe the recruitment process from the Human Resources (HR) needs to the new colleague arrival.

3. [bookmark: _Toc201117705]Background

To improve and to recruit the most adequate colleague, the recruitment process must be formalised. Selection steps are described hereafter.

4. [bookmark: _Toc201117706]Responsibilities

The Human Resources Department (HRD) is in charge of the recruitment process in collaboration with the directorate and the concerned operational team. 

5. [bookmark: _Toc201117707]Procedure

5.1. [bookmark: _Toc201117708]Definition of human resources needs

Every year, upon request from HRD, every department assesses its needs in human resources.
These needs are discussed by directorate according to the provisional budget. After receipt of the directorate decision, the HR person responsible of the concerned department informs the head of the department of the HR allocation.	Comment by Mérat: Voix passive

5.2. [bookmark: _Toc201117709]Definition of the applicant’s profile

After the decision of resource allocation, a meeting with the HRD and the concerned department is planned to define the profile to be hired.	Comment by Mérat: Voix passive





5.3. [bookmark: _Toc201117710]Applicant’s selection 

The HRD selects the applicants by different ways. This process is defined in the OPM XX-XX.

5.4. [bookmark: _Toc201117711]Job interviews

To reach as much as possible the required applicant’s profile, different interviews are leaded. Several applicant interviews could be conducted in the same period of time.
If the recruitment process is not finalised, the applicant is informed by the person who is in charge of the candidature in HRD and this one is registered in the HR database.

5.4.1. [bookmark: _Toc201117712]HR interview

5.4.1.1. [bookmark: _Toc201117713]Phone interview

After the HR selection (the ways to look for new candidatures are detailed in the OPMxx-xx), a phone interview is performed by the HR person responsible of the concerned department to assess the general level of the applicant.
The person who conducted the phone interview takes the decision to continue or not the recruitment process.

5.4.1.2. [bookmark: _Toc201117714]Face to face interview

After the phone interview, the HRD continues the recruitment by a physical interview. This interview allows to determine more precisely the applicant’s profile and his/her motives. The description of this interview process is detailed in the OPMxx-xx.
As the phone interview, the HRD takes the decision to present or not the applicant to the operational team.

5.4.2. [bookmark: _Toc201117715]Operational interview

After the HRD interviews, the applicant meets the operational team. This interview is conducted and managed by the head of the concerned department.

5.5. [bookmark: _Toc201117716]Discussion between the HRD and the concerned department

Once the interview process over, the HRD and the operational team organize a meeting to state about the candidature.


Two cases could apply:
· the issue is positive, a contract is sent to the applicant
· the issue is negative, the recruitment process continues with other applicants.

5.6. [bookmark: _Toc201117717]Job beginning

The HRD contacts the future colleague to notify him/her that a contract will be sent to him/her.
If the applicant agrees, an appointment is organised to talk about logistic aspects before the job beginning.
If the applicant refuses the job or doesn’t finish his/her test period (depending of the  job contract, see standard form YY-YY), the HRD and the concerned department continues the recruitment process. 

6. [bookmark: _Toc201117718]Standard forms

Job contract template: FORM –YY-YY

7. [bookmark: _Toc201117719]Flow chart

Recruitment process page 7

8. [bookmark: _Toc201117720]Bibliography

Not applicable
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