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RECRUITMENT POLICY

1. INTRODUCTION

The Company recognises that its employees are fundamental to its success and is committed to ensuring that the
recruitment and selection process is conducted in a manner that is fair, systematic, efficient, effective and compliant
with current employment legislation and best practice.

The Company is committed to attracting, selecting and retaining employees with the skills, experience and attributes
necessary to support the organisation’s strategic aims and values.

This policy provides a framework for recruitment and selection activities and is intended to:
e promote equality of opportunity;

e ensure recruitment decisions are based on merit;

e support compliance with legal obligations;

e encourage consistency and fairness in recruitment practices; and

e protect the confidentiality and security of personal information.

This policy applies to all employees involved in recruitment and selection activities.
2. EQUALITY, DIVERSITY AND INCLUSION
The Company is committed to equality of opportunity and to complying with the Equality Act 2010.

The Company will not unlawfully discriminate in recruitment and selection processes on the basis of any protected
characteristic, including:

e age;

o disability;

e gender reassignment;

e marriage and civil partnership;

e pregnancy and maternity;

e race, colour, nationality, ethnic or national origin;
e religion or belief;

e sex;or

e sexual orientation.

Recruitment and selection decisions will be based solely on merit, suitability, qualifications, experience and ability to
fulfil the requirements of the role.

Applicants may be asked to complete an Equal Opportunities Monitoring Form for monitoring purposes only.
Information provided will be treated confidentially, stored separately from recruitment documentation and will not

form part of the selection decision-making process.

The Company is committed to making reasonable adjustments for disabled applicants throughout the recruitment
process. Applicants are encouraged to inform the Company of any reasonable adjustments required.

3. REVIEW OF VACANCIES

When a vacancy arises, management should review the role before recruitment begins to determine whether the
position continues to meet business requirements.

Consideration should be given to the following:
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e whether the purpose of the role has changed;
e whether duties or responsibilities have altered;
e whether changes in technology, systems or working practices have affected the role;
e whether greater flexibility or different skills are required; and
e whether restructuring or redistribution of duties may be appropriate.

Where a vacancy arises following the resignation of an employee, an exit interview may be conducted to identify
opportunities for improvement to the role, job description or working practices.

Where appropriate, vacancies may first be advertised internally to encourage career development opportunities.
4. JOB DESCRIPTIONS
Before recruitment begins, an up-to-date job description should be prepared.

The job description should clearly define:
e the main purpose of the role;

e principal duties and responsibilities;
e reporting relationships;

e scope of authority;

e working arrangements; and

e any essential requirements.

The job description forms the basis for:
e the person specification;

e advertising;

e selection methods;

e performance management; and

e training and development.

Clear and accurate job descriptions assist applicants in assessing their suitability for the role and support objective
recruitment decisions.

5. PERSON SPECIFICATIONS
A person specification should be prepared for each vacancy.

The person specification should identify the knowledge, skills, qualifications, experience and competencies required
to perform the role effectively.

All criteria included within the person specification must:

e be relevant to the role;

e be objectively justifiable;

e be measurable where possible; and

e avoid discriminatory requirements.

The person specification will be used to support shortlisting, interview assessment and selection decisions.
6. PAY AND TERMS

Pay rates and employment terms should be reviewed before advertising a vacancy.

Consideration should be given to:
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e internal pay structures;
e market rates;
e skills shortages;
e job evaluation considerations;
e equal pay obligations; and
National Minimum Wage legislation.

The Company is committed to ensuring equal pay for equal work and will comply with all relevant equality and
employment legislation.

7. THE SELECTION PANEL
A selection panel should be appointed for each recruitment exercise.

The panel should normally consist of at least two people and should include the relevant line manager and, where
appropriate, a representative from Human Resources.

Employees involved in recruitment and selection will receive appropriate guidance and training in:
e fair recruitment practices;

e equality and diversity obligations;

e avoiding unlawful discrimination;

e objective interviewing techniques; and

e data protection and confidentiality requirements.

All recruitment activities must be conducted consistently and fairly.

The selection panel will normally:

e agree the recruitment method and advertising channels;

e agree the content of advertisements;

e determine selection methods;

e shortlist applicants;

e prepare interview questions and assessment criteria;

e determine whether references, right to work checks, occupational health assessments or DBS checks are
required;

e conduct interviews and assessments; and

e make appointment decisions.

Any employee involved in recruitment who has a personal relationship or potential conflict of interest involving an
applicant must declare it immediately.

8. ADVERTING VACANCIES
8.1 General Principles

Vacancies should be advertised appropriately to attract suitably qualified applicants from a diverse range of
backgrounds.

Advertisements will be designed to encourage applications from all sections of the community and will avoid
wording or placement that may unlawfully discriminate against particular groups.

The Company welcomes applications from candidates seeking flexible working arrangements where compatible
with business needs.
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Recruitment agencies engaged by the Company must comply with equality and data protection obligations.

8.2 Advertisement Content

Advertisements should:
e be clear, accurate and concise;
e contain sufficient information about the role;
e include location, salary or salary range where appropriate, contract type and closing date;
e state essential qualifications or experience only where genuinely required;
e avoid discriminatory wording;
e avoid age-related terminology such as “young” or “mature”; and
e include the Company’s commitment to equal opportunities.
e Advertisements should explain how applicants should apply.

9. SHORTLISTING

Applications should be assessed objectively against the job description and person specification.
Shortlisting decisions must be based solely on relevant evidence relating to the requirements of the role.
Applicants selected for interview will be invited using the appropriate communication method.
Applicants who are unsuccessful at the shortlisting stage should normally be informed accordingly.

Where references, occupational health assessments or other checks are required, applicants should be informed of:
e what checks will be undertaken;
e at what stage they will occur; and
e how their information will be used.

10. INTERVIEWS AND SELECTION METHODS
10.1  Planning the Interview

Interviews and selection exercises should be carefully planned to ensure consistency, fairness and
professionalism.

Selection methods may include:
e structured interviews;
e presentations;
e practical assessments;
e psychometric testing;
e role-play exercises; or
e other role-related assessments.

Any assessment method used must:
e relate directly to the requirements of the role;
e be objective and proportionate;
e De free from unlawful bias; and
e be applied consistently.

Interview questions should relate only to the requirements of the role.
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Applicants must not be asked inappropriate questions relating to protected characteristics.

Where a role involves particular working patterns, travel or other objective requirements, these should be
discussed consistently with all applicants.

Disabled applicants should be offered reasonable adjustments to enable them to participate fully in the
recruitment process, including accessible interview arrangements where required.

Conducting the Interview

The purpose of the interview is to assess whether the applicant has the skills, experience, knowledge and
competencies required for the role.

Panel members should:
e use a structured scoring system;
e keep accurate interview notes;
e assess applicants objectively against agreed criteria; and
e avoid assumptions or bias.
e Selection decisions should only be made after all shortlisted applicants have been assessed.
e The reasons for appointment and non-appointment should be documented clearly.

Recruitment Records
Recruitment records should be retained securely and confidentially.

The Company will process personal data in accordance with the UK General Data Protection Regulation (UK
GDPR) and the Data Protection Act 2018.

Recruitment documentation will only be accessible to authorised individuals involved in the recruitment
process.

Recruitment records relating to unsuccessful applicants will normally be retained for six months following
completion of the recruitment process and will then be securely deleted unless a longer retention period is
required by law or legitimate business need.

Applicants may request access to personal information held about them in accordance with applicable data
protection legislation.

11. PRE-EMPLOYMENT CHECKS

111

Right to Work Checks

The Company will comply with all obligations relating to the prevention of illegal working under current
immigration legislation and Home Office guidance.

All successful applicants will be required to provide evidence of their right to work in the United Kingdom
before employment commences.

Right to work checks may be undertaken using:

e manual document checks;
e online Home Office verification; or
e approved digital verification methods where permitted.
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Copies of relevant documentation will be retained securely for the legally required retention period.

Checks will be conducted consistently and fairly for all successful applicants.
References and Qualifications
Where references are required, applicants will normally be asked to provide details of referees.
Current employers will not normally be contacted without the applicant’s consent.

Where qualifications are essential to the role, applicants may be asked to provide original certificates or other
satisfactory evidence.

Any verification checks will be undertaken fairly and proportionately.

Occupational Health Assessments

Where appropriate and lawful, the Company may require a pre-employment occupational health assessment.
Any such assessment will be conducted fairly, consistently and in compliance with equality legislation.
Medical information will be treated as confidential.

Where a medical report is requested from a medical practitioner, written consent will be obtained from the
applicant.

Applicants will be informed of their rights under relevant legislation, including the right to:
e see the report;
e withhold consent to the report being disclosed; and
e request amendments to factual inaccuracies.

Criminal record Checks

Where appropriate to the role, criminal record checks may be undertaken through the Disclosure and Barring
Service (DBS).

Any DBS checks will be carried out in accordance with:
e safeguarding requirements;
e the Rehabilitation of Offenders Act 1974; and
e applicable guidance relating to criminal records information.

Only convictions or information relevant to the role will be considered.

12. OFFER OF EMPLOYMENT

Following selection, the successful applicant will be issued with a conditional offer of employment.

Offers may be subject to satisfactory completion of pre-employment checks, including:

references;

right to work checks;

qualification verification;
occupational health clearance; and/or
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e DBS checks.

Unsuccessful applicants should be informed of the outcome as soon as reasonably practicable.

Written particulars of employment will be issued in accordance with statutory requirements.

13. INDUCTION

All new employees should participate in an induction programme appropriate to their role.

The induction process should support employees in understanding:
e the Company’s values and expectations;

e policies and procedures;

e health and safety requirements;

e role responsibilities; and

e performance expectations.

Further guidance is contained within the Company’s Induction Policy.
14. REVIEW OF RECRUITMENT PRACTICE

Recruitment procedures and practices will be monitored and reviewed periodically to:
e ensure compliance with legal obligations;

e promote equality and diversity;

e identify barriers to fair recruitment;

e improve recruitment effectiveness; and

e ensure this policy remains up to date.

The Company may monitor recruitment data for equality and diversity purposes.

15. COMPLAINTS

Any applicant who believes they have not been treated fairly during the recruitment and selection process should
raise their concerns in writing with the Managing Director or Human Resources.

Complaints will be investigated appropriately and confidentially.

PAUL KNOX
MANAGING DIRECTOR
MAY 2026
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