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	Section 1

	Name of Business
	

	Name of Delegate
	

	Position
	

	HR Contact Name
	

	Contact Number
	

	Contact E-mail
	


	Section 2

	No. of paid full time staff
	

	No. of paid part time staff
	

	No. of work experience/ placements/volunteers 
	

	Notes Section




	Section 3

	Have you had any vacancies in the past 12 months?
	

	If so, how many?
	

	What positions were they for?
	

	Were they hard to fill?
	

	Where do you advertise your vacancies?
	

	Notes Section




	Section 4

	Do you mainly employ local people?
	

	Do you provide flexible working hours for your staff?
	

	Have you utilised any local/government initiative to recruit staff e.g. supported employment agencies, work experience?
	

	Are there any issues that prevent you recruiting certain disadvantaged groups e.g. lack of disabled access, require enhanced CRB check?
	

	Notes Section




	Section 5

	Do you have relevant HR processes and templates e.g. for interviews, staff appraisals, personal development, disciplinary and grievance
	

	Do all staff have a contract of employment?
	

	Do you provide certificated training for your staff?
	

	If so, have you accessed any free training for your staff?
	

	How much time do you spend on HR issues per month?
	

	Notes Section
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Making a success of Employer Engagement
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