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1. Introduction

1.1 Effective and consistent recruitment practices are essential to ensure that all applicants are treated fairly and with equality of opportunity so that costly recruitment mistakes are avoided.
1.2 The recruitment process must result in the selection of the most suitable person for the job in respect of skills, experience and qualifications. To this end, the Company will recruit candidates who are most suited to the position in question and comply with its <<Equal Opportunities/Equality and Diversity>> Policy at all times. The nationality of the most suitable candidate will have no bearing on whether or not he/she is selected for the post, subject to the requirement to meet the resident labour market test where applicable and eligibility for sponsorship where necessary. 
1.3 This Policy defines the principles that the Company considers important in the recruitment process and aims to ensure that consistency and good practice is applied across the Company.
1.4 This Policy sets down the Company’s approach to employing foreign 
workers. It is the Company’s policy to comply with all its legal obligations in relation to foreign workers.

2. <<Equal Opportunities/Equality and Diversity>> in Recruitment
2.1 It is against the Company’s <<Equal Opportunities/Equality and Diversity>> Policy to discriminate either directly or indirectly on the grounds of colour, race, nationality or ethnic or national origin. 
2.2 All employees are required to comply with the requirements of the <<Equal Opportunities/ Equality and Diversity>> Policy at every stage of the recruitment process including production of job descriptions, advertising material, instructions given to recruitment agencies, shortlisting of applications, interviewing, selection decisions and offers of employment.

2.3 All policies and procedures reflect our commitment to achieving and maintaining equal opportunities within the workplace. It is the responsibility of every employee to monitor continually and evaluate formal and informal practices and procedures to ensure that they do not directly or indirectly discriminate against any individual or group of society.
2.4 The Company will treat all job applicants in the same way at each stage of the recruitment process, and no assumptions will be made on the basis of, for example, appearance or a foreign name. There will be no assumption that a foreign national or someone from an ethnic minority has no right to work in the UK.
2.5 Any employee who is found to be discriminating in any way during the recruitment process will be subject to the disciplinary procedure and may be liable to dismissal.
3. Monitoring <<Equal Opportunities/Equality and Diversity>> in Recruitment

3.6 In order for us to monitor the effectiveness of the Recruitment and <<Equal Opportunities/Equality and Diversity>> Policy it is necessary that all candidates complete the <<Equal Opportunities/Equality and Diversity>> Monitoring Form. Any data which is collected will be used solely for the purpose of monitoring equal opportunity and will be held confidentially by the Company and protected from misuse. [This data should be recorded and maintained on the <<Equal Opportunities/Equality and Diversity>> Recruitment Monitoring Control Sheet.] 
4. [Points-based system

4.1 The Company will comply with the requirements of the Home Office's points-based system for the employment of foreign workers. Where a worker is to be recruited who is subject to immigration control, it is the responsibility of <<Insert Job Title E.g. the HR Manager or the Line Manager>> to ensure that the post in question comes within one of the tiers of the system and will comply with the requirements of that tier. 

4.2 In the event that a post is eligible for sponsorship under tier 2 (general) or certain tier 5 sub-categories, the Company will carry out a recruitment search before appointing an overseas national.
4.3 In respect of tier 2 skilled workers and some tier 5 temporary workers who are to be recruited into the organisation, the Company EITHER [already has] OR [will apply for] a sponsor licence to enable it to issue a certificate of sponsorship to relevant workers and will comply with all its obligations in this regard.]
5. Work Permits and Illegal Working

5.7 It is against the law to employ a person who does not have permission to live and work in the UK. The Company could be prosecuted and fined under the Immigration and Asylum Act 1999 for employing somebody who does not have permission to work in the UK. The Company will not employ an individual unless he or she has a legal right to work in the UK. 
5.8 All offers of employment will be subject to the successful candidate providing the required original documents showing evidence of his or her right to work in the UK (on an ongoing or restricted basis). <<State Job Title E.g. the HR Manager>> will check the necessary documents during the recruitment process. All successful candidates will be required to provide evidence of one original piece of documentation from the list below once an offer of employment is made:
5.8.1 A document giving the person’s National Insurance number and name. This could be a P45, a National Insurance card or a letter from a government agency; 

5.8.2 A document showing that the person can stay indefinitely in the UK or that they have no restriction preventing them from taking employment. This may be an endorsement in a passport or Home Office Letter; 

5.8.3 A work permit or other approval to take employment from the Department for Education and Employment; 

5.8.4 A document showing that they are a UK Citizen or have right of abode in the UK. This may be an endorsement in a passport, a birth certificate, a registration or naturalisation document or a letter from the Home Office;

5.8.5 A document showing that they are a national of a European Economic Area country. This may be a passport or national identity card: or
5.8.6 A document confirming registration with the Worker Registration Scheme.
5.9 In order to avoid discrimination, it is essential that the same criteria are applied to every person who is offered employment with the Company, regardless of their race, nationality or ethnic or national origins.
5.10 If an applicant is not able to produce one of the listed documents then they will be advised to contact the Citizens Advice Bureau for further advice and their employment will be put on hold until evidence can be produced and the offer may be withdrawn.
5.11 If it becomes evident to the Company during the course of an employee's employment that he or she does not have the right to work in the UK, the Company will, following an investigation into the circumstances and having established that the employee does not have the right to work in the UK, terminate the employee's contract of employment.
5.12 If an individual has time-limited permission to live and work in the UK, he or she will be required to provide evidence of his or her renewed right to live and work in the UK at the expiry date of the current permission.
5.13 If a line manager becomes concerned that an employee in his or her team or department is working in the UK illegally, he or she should report the matter to <<State Job Title E.g. the HR Manager>>, giving reasons for the concern. <<State Job Title E.g. the HR Manager>> will investigate the matter further.
6. Complaints Procedure
6.1 Any applicants who consider that they have been unfairly treated or discriminated against during the recruitment process should write to <<Insert Name>> stating the grounds of the complaint. Any employee who wishes to complain about his/her experience of the recruitment process should do so by means of the Grievance Procedure.
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