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1. Purpose
This policy sets the method by which [Company Name] assesses and selects candidates, so that every hiring decision is based on job-related evidence and treats applicants fairly.
2. Scope
It applies to all external and internal candidates for any position, and to every employee who takes part in interviews or assessments.
3. Definitions
1. Selection panel: the interviewers assigned to assess candidates for a role.
1. Competency: a skill or behaviour required for the role, scored 1 to 5.
1. Background verification (BGV): checks on education, employment, identity and address carried out with consent.
4. Policy
1. Shortlisting is based only on the essential criteria in the approved job description.
1. Each role has a selection plan defining stages, assessments and panel before interviews begin.
1. Interviews are structured; each panel member scores independently on the standard scoring sheet.
1. Panel members must declare any personal relationship with a candidate and step aside.
1. Questions about marital status, pregnancy, family plans, religion, caste or other protected characteristics are not permitted.
1. Offers are made only after reference checks and, for grade [Grade] and above, background verification.
1. Candidate data is used only for recruitment and retained for [Number] months.
	Level
	Stage 1
	Stage 2
	Stage 3
	Final Approval

	Junior / Trainee
	HR screening
	Aptitude or skill test
	Manager interview
	Department Head

	Mid-level
	HR screening
	Technical interview / case
	Panel interview
	Department Head + HR

	Senior
	HR screening
	Functional panel
	Leadership interview
	[Authorised Signatory]



5. Procedure
1. HR screens applications and schedules shortlisted candidates.
1. Panel conducts the stages and submits scores within [Number] hours of each interview.
1. HR consolidates scores; the panel meets to agree a decision with reasons recorded.
1. HR conducts reference checks with at least [Number] referees, with candidate consent.
1. Offer is approved as per the approval matrix and released within [Number] working days.
1. Unsuccessful candidates are informed within [Number] working days of the final round.
6. Responsibilities
1. Panel members: prepare, assess objectively and keep candidate information confidential.
1. HR: design the process, train interviewers and maintain records.
1. Hiring manager: define requirements and own the final hiring decision.
7. Non-compliance
Selections that bypass this policy may be cancelled. Undisclosed conflicts of interest or discriminatory conduct by interviewers will be handled under the Disciplinary Policy. Offers obtained through false information may be withdrawn.
8. Review & Approval
HR will review selection methods annually based on quality-of-hire data.
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