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RECRUITMENT POLICY

Company: 


Robinson Services
Address: 


Sarah Jane Robinson House





Rathenraw Industrial Estate

Greystone Road 

Antrim

BT41 2SJ

Planned review schedule: 
Annually
Robinson Services recognises its staff as being fundamental to its success.  A strategic and professional approach to recruitment processes help enable the Company to attract and appoint staff with the necessary skills and attributes to fulfil its strategic aims and support the Company’s values.
The Company is committed to ensuring that the recruitment and selection of staff is conducted in a manner that is systematic, efficient, effective and promotes equality of opportunity.

Recruitment is treated as a key public relations exercise as the manner in which it is managed affects the Company’s image, and consequently its ability to attract and appoint high calibre staff.

Our policy is designed to provide a flexible framework which promotes good practice, adopts a proactive approach to equality and diversity issues and supports fully the Company’s core business whist simultaneously complying with current legislation.
INDUCTION POLICY
POLICY STATEMENT
1. General

The company believes that all new employees MUST be given timely induction training.  This training is regarded as a vital part of staff recruitment and integration into the Robinson working environment.  Our Policy, associated procedures and guidelines define the Company’s commitment to ensure that all staff are supported during the period of induction to the benefit of the employee and Company alike.

2. Aim

It is the aim of the company to ensure that staff induction is dealt with in an organised consistent manner to enable staff to be introduced into a new position and working environment expediently, so that they can contribute effectively.
The implementation of good induction practices will ensure the following:-

· Enable new employees to settle into the Company and become productive efficient members of staff within a short period of time.

· Ensure that new entrants are highly motivated and that this motivation is encouraged.

· Assist in reducing staff turnover, lateness, absenteeism and poor performance.

· Assist in developing a management style where emphasis is on leadership.

· Ensure that employees operate in a safe working environment.

· Will reduce costs associated with repeated recruitment, training, lost productiveness and time.  Ensuring of consistent level of service.

3. The Company’s Commitment

The company will:-

· Issue guidelines to familiarise staff with the induction process.

· Ensure all staff are issued with a full Induction Pack.

· Maintain and update our Induction Policies
· Ensure there is effective monitoring of the induction process particularly in the first three months.
· Deal with any problems promptly providing an efficient service for both Managers and Staff.

· Review all policy, procedure and guideline documents on a regular basis.

· Provide relevant formal training courses necessary to assist the induction process.

4. Completing the Induction Process

How long should induction last?

This depends on each individuals need.  For some staff, induction may be completed in a number of days.  For others where the role is complex or specific training needs have to be addressed, induction may take several weeks.  It is a matter of balancing being both efficient (completing induction as quickly as possible) and effective (giving staff the skills, knowledge, procedures etc. they require to do their job).  This also ensures that new employee are given the opportunity to contribute to the overall improvement and constant review of all our methods and practices.
TRAINING POLICY

Robinson Services is consistently recognised for providing support and effective training to our employees at all levels to enable them to carry out their duties and responsibilities to the best of their ability.

Due to changing environments within our industry influenced by technological advancements, new regulations and increased customer needs and expectations, Robinson Services is wholly committed to develop the knowledge, under-standing, skills and attitudes of our employees to meet present and future needs of our company’s activities.

We believe our employees learn and develop from organised training activities, experience at work and from their mentors and peers.

Our training principles are simple and an essential tool of our trade.  These include:-

i) The spirit of the company’s purpose, goals, culture and values.

ii) Encourages a learning experience throughout the organisation which contributes to the overall objectives of the Company.

iii) Is based on openness, fairness and equality for all employees.

iv) Is a shared responsibility between the Operations Manager, the Training Advisor and the individual.

All our training principles are reflected in a systematic approach:

1. The identification of Training needs

2. Delivery of Training

3. BICS

4. Machine Training

5. Training Records

6. Monitoring

7. Follow-up and Refresher Training

8. Training Committee

1. The Identification of Training Needs
Training is tailored to meet the specific needs and requirements of all contracts, departments and employees within our business.

Specific attention will be given to:-

· Customer Care – Action/Attitude Programme
· Housekeeping

· Basic Health & Safety

· Manual Handling 

· COSHH

· Machine Training

· IT/Administration

Initially, the Training Officer will study training needs on-site with the Operations Manager/Area Supervisor/Site Supervisor.  This analysis will be reported to the Directors, planned and implemented.

Any further training needs highlighted by the Training Committee, the Operations Manager and/or the Area Supervisor will be forwarded to the Training Officer and highlighted at Director level where appropriate delivery dates and times will be agreed and implemented.

Additional training is also sought through PriceWaterhouse Coopers, Sypol and     The Loop Training Consultancy.
2. Delivery of Training

Induction Training will be delivered by the Operations Manager/Area Supervisor within 14 days of service commencement, to meet both company standards and legal compliance.

‘Site Specific’ training will be prioritised in order of importance to best meet business objectives and needs.

Training will be delivered at a time which is deemed to be suitable, taking into account shift patterns and staff numbers so as not to detract from cleaning times.  Managerial staff and supervisory staff will be kept informed of training times and dates etc.

Robinson Services will deliver training using visual aids, (overhead, powerpoint presentations etc.) to ensure that training is informative and interesting.  We will also strive to use additional learning tools so as to include all staff, especially those with learning difficulties or whose first language is not English.

3. BICSc

The British Institute of Cleaning Science (BICS) is recommended for operational management, supervisors and site operatives.

Levels 1, 2 and 3 may be gained on successful completion of specifically chosen tasks relevant to business needs, e.g. mop sweeping, stain removal, burnishing etc.

On successful completion of each task, a Certificate is awarded.  Trainers can then continue their qualification by becoming a registered trainer and finally an assessor.

4. Machine Training

Machine Training will be delivered by Operations Managers/Area Supervisors and the Training Advisor.

Training for larger groups will be provided by the supplier of the machines.

All staff will be trained on:-

· Checking equipment properly before using

· Safe use of equipment

· Maintenance of Equipment

· Best Operations Practice

· Procedures for breakdown if required

5. Training Records

All staff will sign and date, company training records which will be maintained by the Training Advisor.

Computerised records will also be held and maintained.

Copies of records may be obtained at any time.

Competency Certificates will be issued on successful completion of all training.

6. Monitoring

Standards of work performed and methods employed will be constantly monitored through site inspections, audits and customer feedback.  Job appraisals are also utilised as a forum for identifying future training and retraining needs of employees.

7. Follow-up and Refresher Training

The Operations Manager and Area Supervisor will encourage all staff to utilise training methods and practices.

All training will be enhanced with the provision of training hand-outs and booklets.

Refresher Training will be provided after 12 months or where it is deemed necessary.  Additional training will also be provided should there be any changes in legislation or working practices.

8. Training Committee

A Health and Safety/Training Committee made up of employees from all areas of our business meet periodically as a forum to discuss health & safety and additional training needs.



[image: image3.png]David J Robinson
Managing Director

-





Signed: ________________________________

Date:
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Mr David J Robinson



Managing Director
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Signed:






Date: 
01/07/10



Shauna McQuillan



Health & Safety Manager 
[image: image1]