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RECRUITMENT

When a position becomes vacant, or a new position is to be established, (either temporary or
permanent) the Kennedy Redford Limited. Company Director must ensure that the following
documentation is completed and authorised where necessary before any recruitment activities
begin.

e Job description detailing key activities.
e Person specification detailing experience, qualifications and any special skills required.

An advertisement will then be placed in the local press or other suitable trade magazine stating
that the company is an equal opportunities employer. Such advertisements will avoid any bias in
respect of race, age, sex, marital status or disability in accordance with the Commission for
Racial Equality (CRE) code of practice.

Consideration will be given to placing job advertisements in specific publications as advised by
relevant bodies.

Applications for job-sharing will be considered where it is reasonable for such a job to be
shared by two people or more.

Where CV's are a requirement for shortlisting, these will be reviewed by the Company Director.

Kennedy Redford Limited will give full and fair consideration to all applicants for employment.
Interviews shall be conducted by the Company Director, where a specific skill or aptitude is
required any testing must be carried out prior to any offer of employment. Those involved in the
selection process will ensure that there is no unfair discrimination and that shortlisting, and
selection criteria are relevant to the post under consideration.

All personnel involved in the interview process must have received training or be suitably
experienced in the interview process. If in doubt, advice should be obtained from the Company
Director.

TRAINING AND COMPETENCE (HEALTH & SAFETY)

Kennedy Redford Limited aims to communicate all health and safety information to employees
to ensure that they are aware of the hazards within the workplace and to maintain a safe
working environment. Safety training will be provided where necessary to enable employees to
carry out work safely.

Kennedy Redford Limited endeavour to:

e |dentify the training needs of employees.

e Provide employees with health and safety training where necessary.

e Employ competent personnel and ensure to the best of its abilities that all work is
carried out safely.

e Ensure that all employees and subcontractors receive induction training prior to
commencing work on-site.
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e Ensure that all employees and subcontractors receive regular toolbox talks and health &
safety briefings to communicate information and maintain focus on health and safety at
work.

e Maintain records of induction training and toolbox talks.

e Review and monitor performance.

We recognise that as well as being a legal requirement, the provision of suitable and sufficient
training and instruction is an essential part of ensuring that you know how to work safely and
avoid risks to your health. The purpose of this procedure is to outline the arrangements we
operate to ensure that you are provided with such training.

All new starters will receive a company induction on their first day. This will cover, but will not be
limited to, the following:

¢ Fire and emergency procedures.

e First aid arrangements.

e Welfare arrangements.

e Arrangements for consulting employees on health and safety.
e Arrangements for raising health and safety concerns.

e Accident and incident reporting.

e Our health and safety rules.

Following Induction, employees will receive instructions regarding the tasks that they will be
required to perform. At this stage, a skills evaluation will be carried out and, where appropriate,
training needs identified. Where training needs are identified a training programme will be
agreed on.

TRAINING AND COMPETENCE (TECHNICAL)

Introduction

Kennedy Redford is committed to providing training and development for all employees. The
aims of this policy are:

a) To ensure all employees have the necessary skills & competence to perform their duties.
b) To optimise personal performance and continuous development.
c) To contribute to the development of Kennedy Redford.

Kennedy Redford supports a range of training activities for all employees as part of its on-going
development plan and promotes professional membership with appropriate institutions such as
the ICE or IStructE. All employees are provided with the opportunity to gain the skills,
knowledge and experience to enable them to build their roles and contribute to the growth of
the business whilst ensuring quality and a professional service is upheld.
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Onboarding

Onboarding shall be given to all new employees to ensure company systems and procedures
are adhered to from the outset, and that levels of authority are understood. The onboarding
process includes following core criteria:

a) Training to ensure established procedures are followed in both offices and on site with
regard to professional and technical work, design checking and verification processes,
health, safety, quality and environmental procedures.

b) To introduce staff to the requirements, company policies and management systems.

c) Onboarding shall be organised by the line manager and recorded in the Induction
Checklist which is opened at the same time.

d) Copies of any CPD records, current qualifications or training previously undertaken by
the new employee are additionally recorded and dates of any relevant refresher training
courses logged in the employee training record.

Project Specific Training

Individuals are assessed for training where this may be required for an individual project or work
sector. Where appropriate, training shall be offered by any or all of the following means:

a) Inhouse mentoring from senior managers or appropriately qualified and experienced
staff.

b) Structured in house training.

c) External training courses.

Records

The employee training file is held as a live document for periodic review and updating. Training
reviews are carried out every 6 months as part of the annual employee appraisal process and 6
months after this time as part of the appraisal actions follow up meeting.

Completed training will be recorded in the employee training record (with copies of
certification). The Operations Director has overall access to restricted employee training and
personnel files.

Employee training records shall be reviewed by the Directors when planning resources for new
projects.

PERFORMANCE EVALUATION

This is the process during which the progress, performance results and sometimes personality
of an employee are evaluated by his immediate superior. All 'permanent’ employees are to be
formally appraised on an annual basis with any training needs identified as being specific to the
company's business objectives.
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The employee appraisal form must be given to the employee at least fourteen days before the
scheduled appraisal and instructed to submit the completed document to their immediate
superior seven days before the appraisal interview.

Before the appraisal, the manager should obtain a copy of the job description (where available),
and the employee's personnel file, which may contain pertinent information to the process.

During the interview, the manager conducting the interview must record his findings on the
prescribed document, which is then signed by both parties. It must be remembered that the
interview is a two-way process in which both parties must actively participate in talking and
listening.

Objectives should be agreed for the forthcoming period, which may be used as performance
indicators at the next appraisal interview.

Once completed, the appraisal forms must be returned to Human Resources for record-keeping
purposes.

Any training needs identified are then reviewed at the next available management meeting or
quality management review meeting and the individual's training plan is modified accordingly.

Training needs are also reviewed at any other appropriate time such as client feedback stage or
in the event of any quality issues which may become apparent.

Training needs are documented in the Training Matrix.
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Developing and maintaining the competencies of individuals
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