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Recruitment & Induction Process

1. Application
· Candidate must complete an application form and send it in with supporting documents as listed in the form.
· A job description will be sent to the candidate with all pertinent information
· An application form will be attached to the job description email or post. 

2. Screening
· Management team will screen the applicant’s application form to check qualifications, certificates etc
· If a candidate is not qualified, we will recommend internal training pathways
· Application form must be printed, filed and a digital copy added to the candidate’s cloud staff folder.

3. Acceptance
Following approval from management, the successful applicant will be sent the following:
· New Starter Finance Form
· Uniform Request
· Medical Questionnaire
· DBS Agreement
· Confidentiality Agreement
· Training Agreement (if applicable)
· The candidate can NOT work at this time, all compliance must be completed first!
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4. Compliance
· On receipt of completed documents from step 3, a member of management will either send the candidate a DBS check request or will confirm the DBS on the update service and reference requests will be sent to candidate referees.
· Once these documents have been completed, the candidate may begin to work, providing they have mandatory training and can be added to the scheduler! All documents must be filed and stored in cloud storage.

5. Induction
Upon commencing work, each member of staff will be inducted, allowing them to gain a better understanding of how to go about their company duties. The induction will include:
a) Orientation of cleaning facilities, infection control equipment and cleaning procedure
b) Orientation of the ambulance station(s), including location of paperwork, deposit bins for confidential waste and completed paperwork, ambulance parking, clinical waste disposal facilities, and general access/egress arrangements. 
c) In line with company policies, all non-autonomous medical staff are subject to competency checks, which will be completed by management. 
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