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1. Policy for human resource planning

1.1 Policy for an adequate number and mix of staff to meet the needs of 4
the organization

1.2 Policyfortherecruitmentandselection of staff 6

1.3 Job specification and job description for each category ofstaff 8

1.4 The verification of thecredentials, skills,and training ofthe staff 18

1.6 Verification ofthe antecedents of the potential employee with regard 19
to criminal /negligentbackground
1.7 Process of privileging for all healthcare providers for the services 19

assigned tothem
1.8 Roles and supervisory requirements for the traineesand volunteers 20
2. Training program for the staff
2.1 Inductiontrainingatthetimeofjoining 20
2.2 Trainingprogram for developmentforthe staff 21

2.3 Periodicity of retraining and training on change of job 22
responsibility and/ornew equipmentisintroduced
2.4 Training on therisks applicable to the organization’s environment at 22

adefined periodicity
2.5 Staff training on occupational safety aspects 22
2.6 Evaluationoftrainingeffectiveness 23
3. Human resource management process.
3.1 Periodicappraisal and competency evaluation 23
3.2 Policy for encouragement and promotion of competency — 24
development
3.3 Disciplinaryand grievance handlingpolicies and procedures 25
3.4 Provisionforappealsinalldisciplinary cases 25
3.5 Provisionforhealthcheck-ups;healthand otherbenefitstothestaff 26
3.6 Staffright’s and responsibilities 27
4. Documentation of personal information for each staff member
4.1 Maintenance of personal file for each staff member 28
4.2 Contents of personal file including staff's qualifications, 29

background, and health status
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