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ANC-016
PROCEDURE

Rev: 16/07/2017

Engagement of New Staff

Start

GM, CEO

Determine need 
for new staff

GM, CEO

Define roles & 
responsibilities

GM

Advertise position if 
required or brief 

recruitment 
consultant

GM, CEO

Interview 
applicants

GM, CEO

Assess person’s 
competency at 

end of 
probationary 

period

Acceptable?

Yes

GM, CEO

Advise staff 
member 

accordingly

No

End

Offer 
position to 
applicant?

Yes

No

GM, CEO

Send Letter of 
Offer 

Manager

Induct new 
employee. Rapid

The probationary 
period is normally 

6 months

CEO = Chief Executive Office

CM = Compliance Manager
GM = General Manager
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