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RECRUITMENT & SELECTION PROCEDURE

1. PURPOSE

To outline Cogent Scaffolding’s procedure in relation to the recruitment and selection of new employees or those returning to employment after a significant time (greater than 3 months).

2. SCOPE

This Policy applies to all employee positions, including those employed under the CFMMEU Agreement (Scaffolders & Leading Hands) or on Common Law Contracts (professional positions).

3. PRIVACY & CONFIDENTIALITY

All information relating to recruitment, selection and appointment of Employees will remain confidential to those involved in the formal process. Any Personal Information collected, stored, used or disclosed under this procedure will be managed in accordance with the Privacy Act 1988.

4. PROCEDURE

4.1. Establish a need

Based on project & business needs, the Company Directors, Dan O’Brien or Steve O’Brien will notify Human Resources of the requirement to recruit for a Scaffolder. As this is generally short notice (less than 24 hours), a supply of potential candidates will need to be maintained on an ongoing basis. 

For professional roles, including Leading Hands, the need will be established by a resignation of a current incumbent or by the company directors due to an increased workload or legislative requirement.

A position description should be reviewed or developed at this point.

4.2. Advertising

[bookmark: _GoBack]Often there is no requirement to advertise for a Scaffolder as there should be enough applicants on hand from word of mouth and via our online application system. If a scaffolder has previously been employed by Cogent, you should refer to the Employee Matrix, Terminated Employee tab for employment history. 

Applications received via our website are emailed to info@cogentscaffolding.com.au 

A response acknowledging the application should be forwarded within 48 hours. 

However, should there be a requirement to advertise for a position, the following platforms are used:
1. Facebook
2. Instagram
3. Seek
4. LinkedIn

4.3. Shortlisting

Shortlisting is initially carried out by Human Resources and should be inline with qualifications and experience as detailed with in the relevant position description. 

Company Directors, Dan O’Brien & Steve O’Brien will review and finalise the shortlist for all positions.

4.4. Interview

Due to the fact that Scaffolders are usually requested with less than 24 hours’ notice, at a minimum, a phone interview shall be conducted using Initial Scaffolder Interview Form (HR_FM_008_V#).

All other positions require a face to face interview involving the Company Directors, the HSE & Risk Advisor and Human Resources.

An interview guide will be developed using Targeted Selection / Behavior style interview techniques. At ca minimum, notes must be taken by Human Resources.

Final selection will be the decision of the Company Directors.

4.5. Reference checks

For professional positions, 2 refence checks should be conducted on new employees, unless they are previously known by the company directors.

The reference checks should confirm the following:
1. Name of referee
2. Relationship to candidate
3. Confirm work history/experience
4. Recommend for employment?

4.6. Pre-Employment Checks

A candidate recommended for appointment must provide evidence of their legal right to work in Australia (Passport or Birth Certificate).

In addition, evidence of required tickets, high risk work license or qualifications must be provided and a copy placed on their HR file and entered into the skills matrix.

4.7. Notification

Successful applicants will be contacted via telephone and employment documentation is sent and signed digitally. 

Unsuccessful candidates who have attended an interview will be contacted via telephone.

Unsuccessful candidates who have not attended an interview will be notified via email. Please see the example below for suitable email contact.


Unsuccessful Email Example

Dear Name

Thank you for considering Cogent Scaffolding as a potential employer in your recent application as a scaffolder. 

We do appreciate the time and effort you spent in applying for the position. 

At the moment, we do not have any available scaffolding positions, so I’ve placed your resume in our future reference file. 
It will be kept on file for a period of six months and if, during that time, a position becomes available, we may contact you for an interview.
Best wishes for a successful job search. 

5. Use of Recruitment Consultants

Cogent Scaffolding does not use Recruitment Consultants, nor do we consider applicants submitted to advertised positions via recruitment companies.

Only in extenuating circumstances may the Company Directors approve the use of such consultants and its associated costs.

6. Records

Recruitment records for unsuccessful parties are not retained.
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