
 
 

Company Logo 
Human Resource 

Management (HRM) 

Document  No : 
XYZ/Quality/05 
Issue No. :01, XX.XX.202X 
Next Rev Date: XX.XX.20XX 
Page 1 of 3 

 

Prepared By: xxxxxxxxxxx, Quality Manager Approved By: Dr. xxxxxxxxxxxx, M.D. 

Sign                            Sign                                  

 

Control 
copy 

Copy No. 1 Copy No. 2 

   
 

 

HUMAN RESOURCE MANAGEMENT 

(HRM) 

                                               

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Service Name: Nuclear Medicine, CT & MRI 

Prepared by: 

Quality Manager  

Name: Mr.  

Signature: 

Responsibility of Updating: 

Managing Director 

Name:  

Signature:  



 
 

Company Logo 
Human Resource 

Management (HRM) 

Document  No : 
XYZ/Quality/05 
Issue No. :01, XX.XX.202X 
Next Rev Date: XX.XX.20XX 
Page 2 of 3 

 

Prepared By: xxxxxxxxxxx, Quality Manager Approved By: Dr. xxxxxxxxxxxx, M.D. 

Sign                            Sign                                  

 

  
INDEX 

 
Sl No. TOPIC Page no. 

1. Policy for human resource planning 
 1.1 Policy for an adequate number and mix of staff to meet the needs of 

the organization 

4 

 1.2 Policy for the recruitment and selection of staff 6 

 1.3 Job specification and job description for each category of staff 8 

 1.4 The verification of the credentials, skills, and training of the staff  18 

 1.6 Verification of the antecedents of the potential employee with regard 

to criminal/negligent background 

19 

 1.7 Process of privileging for all healthcare providers for the services 

assigned to them 

19 

 1.8 Roles and supervisory requirements for the trainees and volunteers 20 

2. Training program for the staff 
 2.1 Induction training at the time of joining 20 

 2.2 Training program for development for the staff 21 

 2.3 Periodicity of retraining and training on change of job 

responsibility and/or new equipment is introduced 

22 

 2.4 Training on the risks applicable to the organization’s environment at 

a defined periodicity 

22 

 2.5 Staff training on occupational safety aspects 22 

 2.6 Evaluation of training effectiveness  23 

3. Human resource management process. 

 3.1 Periodic appraisal and competency evaluation  23 

 3.2 Policy for encouragement and promotion of competency 

development 

24 

 3.3 Disciplinary and grievance handling policies and procedures 25 

 3.4 Provision for appeals in all disciplinary cases 25 

 3.5 Provision for health check-ups; health and other benefits to the staff 26 

 3.6 Staff right’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, 

background, and health status 

29 



 
 

Company Logo 
Human Resource 

Management (HRM) 

Document  No : 
XYZ/Quality/05 
Issue No. :01, XX.XX.202X 
Next Rev Date: XX.XX.20XX 
Page 3 of 3 

 

Prepared By: xxxxxxxxxxx, Quality Manager Approved By: Dr. xxxxxxxxxxxx, M.D. 

Sign                            Sign                                  

 

 4.3 Record of in-service training and education in the personal files 29 

 4.4 Record-keeping of credentialing and privileging of staff members for 

performing all imaging-related procedures 

29 

 4.5 Results of all evaluations 29 

 
 


