Zﬂ“ Recruiting, Selecting and Registering
Participants

rape and sexualfassault service

Philosophy and Principles

As part of its training function, Yarrow Place requires that all participants have easy
access to information, systems and processes that increase opportunities for
involvement in training activities.

Recruiting
Prospective participants should be provided with accurate, relevant, comprehensive and
up-to-date information in relation to their area of interest.

Selecting
Selection processes should be fair and valid and provide the participant with
opportunities to negotiate entry requirements.

Registering
Participants wishing to undertake training activities should be registered in a timely and
well organised manner.

Registration Process

Course is advertised

Perspective participant
contacts Yarrow Place

v

Participant Information Pack is
forwarded to the interested participant
(containing Course Application Form)

Prospective participant’s application
is assessed to determine whether or
not they meet the selection criteria
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If applying for If applicant meet If applicant does not
RCC selection criteria meet selection criteria
Refer to Skills Send letter confirming entry into Inform Director of
Recognition Policy a course and tax invoice decision
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Enter details onto : :
‘Registrar database Send letter informing

(course application form is placed individual of the result
in participant’s file)
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On receipt of payment register the

participant in the class (on database) Enter details onto

‘Registrar’ database
(course application form is
A 4 placed in participant’s file)

Send registration confirmation letter
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