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Recruitment policy 
 

1. About this policy 

1.1 This policy covers our internal and external recruitment. It is designed to ensure that 
our recruitment is fair and lawful and that it leads to the right people being appointed 
to the right roles.  

1.2 We are an inclusive company which encourages applications from across society. 
We’re committed to building a workforce of capable and committed people from all 
walks of life.  

1.3 Staff who are involved in our recruitment receive training, including in equality and 
diversity. 

1.4 We do all we can during our recruitment process to make sure that job applicants 
(people who send us job applications), job candidates (those whose applications we 
take through to subsequent stages) and general job seekers are not disadvantaged in 
connection with a protected characteristic such as age, sex, race or disability.  

1.5 Our recruitment decisions, including in respect of ‘on spec’ approaches and internal 
promotions and transfers, are based on non-discriminatory and, as far as possible, 
objective criteria. 

2. Defining the role 

2.1 When we need to recruit, we will carefully consider what the role involves. We will 
review and may update an existing job specification to make sure that it properly 
reflects the day-to-day duties and responsibilities involved.  

2.2 We will list the qualifications, skills, attributes, knowledge and expertise that we are 
looking for (‘the person specification’).  

2.3 If we think that the role could work as a part-time, job-share or other type of flexible 
working arrangement, we will take that into account when we are recruiting.   

3. Our job adverts 

3.1 Job adverts are prepared by the Operations Director and any job adverts comply with 
Equality Act 2010. In particular, we don’t use wording that could discourage 
applications from some groups in society.  

3.2 We may decide to advertise a vacancy internally  and externally. When we advertise 
internally, we make sure that employees who are absent because of long-term 
sickness or maternity leave (for example) are told about the vacancy and are given the 
same opportunity as their colleagues to apply. 
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3.3 We advertise vacancies in places that are accessible to as wide a pool of potentially 
interested job applicants as possible.  

4. Your job application 

4.1 If you need information such as an application form, job specification or person 
specification in an accessible format (large print, for example), please make your 
request to the Operations Director. As long as your request is reasonable, we will do 
that.  

4.2 We will not ask you to disclose details of criminal convictions unless that would be 
justified based on the role you are applying for. If we do ask for this disclosure, we will 
be clear about what you need to tell us. 

4.3 We won’t ask you about your health before making a job offer unless that is necessary 
and we: 

(a) Need to know about any reasonable adjustments that should be made to the 
recruitment process (that information is kept separate from the application 
form);  

(b) Need to establish if you would be able to carry out an intrinsic part of the job; 

(c) Need to check if you have a particular disability where that disability is an 
occupational requirement of the job; 

(d) Are monitoring diversity (see 4.4 below); 

(e) Want to take positive action in respect of disabled people; or 

(f) Have to ask health or disability-related questions because of a legal 
requirement.   

4.4 As part of our equal opportunities monitoring, we may ask you to answer questions 
about yourself, including about your race, physical or mental health, and sexual 
orientation. This is for monitoring purposes only and to help us to identify any 
inequalities in our organisation. It is personal information, so we handle it very carefully 
and we store it separately from application forms. It is not taken into consideration 
when we are deciding whether to take an application forward in the recruitment 
process. That includes when we are deciding whether to offer you the job, and the 
terms of any offer. 

4.5 You do not have to give us all or any of the information we collect for equal 
opportunities monitoring. Whether an applicant does or does not complete a 
monitoring form has no bearing whatsoever on our recruitment decisions.  

5. Shortlisting 

5.1 Our processes are fair and must be seen to be fair. If a member of staff involved in the 
recruitment process has a conflict of interest, they should immediately tell the 
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Operations Director or Hiring Manager. A conflict of interest could include a relationship 
or friendship with a job applicant. 

5.2 Shortlisting will be carried out by the Operations Director and the Hiring Manager. 

5.3 We treat all applications confidentially and assess each by applying a pre-agreed 
scoring system that is based on the job specification and the person specification.   

5.4 We may use one, or any combination, of the following as part of our shortlisting 
process, with reasonable adjustments for disabled applicants where necessary: 

(a) Selection tests (psychometric tests, for example) 

(b) Presentation skills assessment 

(c) Telephone/Virtual interview 

5.5 We will contact the successful and unsuccessful applicants as soon as possible after 
making our decision about who to take forward to interview. 

6. Interviewing 

6.1 If we interview you, we will give you as much notice as possible of the date for your 
interview.  

6.2 We will try to accommodate your needs around the timing and format of interview(s), 
and will make reasonable adjustments for disabled candidates.  

6.3 Interviews will be carried out by the Hiring Manager and Operations Director. If a 
second round of interviews is needed, we may decide to include a further member of 
the board on the interview panel. 

6.4 Interview questions will be based on the job specification, person specification, and 
your application form. Questions will be as objective as possible and you will be scored 
objectively based on your answers. 

6.5 If we do not identify a suitable candidate, we may decide to re-advertise the vacancy 
or a different version of the vacancy. 

7. Making a job offer 

7.1 We will write to the successful candidate with an offer. That offer will include details of 
the terms and conditions of employment. We will explain how to accept our offer, 
including the timescale for that response.  

7.2 A job offer will usually be made subject to certain conditions. These include one or 
more satisfactory references, proof of professional qualifications, and confirmation of 
the right to work in the UK.  
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7.3 When it comes to seeking references, we will decide whom we wish to contact for a 
reference, although we will only contact them with your consent. 

7.4 We will give feedback to unsuccessful candidates who ask for it. 

8. Starting in a new job 

8.1 We aim to introduce you to your new role as smoothly as possible. The Hiring Manager 
and Operations Director will give you all the necessary information and guidance which 
is tailored to you and your employment. 

8.2 You will usually have to complete a probationary period. It’s to make sure that both you 
and we are happy for the employment to continue.  

9.  Data protection 

9.1 During the recruitment process we will need to collect, handle and store various data 
about you. This is likely to come from different sources including: 

(a) Your application form and covering letter; 

(b) Your CV; 

(c) Your assessments 

(d) Notes of your interview; 

(e) Employer references; 

(f) Results of pre-employment checks. 

9.2 We will only collect data that is relevant to the recruitment decisions we need to make.  

9.3 We will only take up references on you with your consent, and if that consent is not 
provided the offer will be withdrawn.  

9.4 Relevant data will be held confidentially, stored securely and retained for only as long 
as necessary, in line with our Data Protection and GDPR Policy. 

9.5 Only information that has a bearing on the employment relationship will be transferred 
to your personnel file.  

10. Enforcing this policy 

10.1 If you are an employee of ours and believe that you have been discriminated against 
in breach of this policy, you should speak with your manager. You may want to take 
the formal step of raising a grievance, in which case you should follow our Grievance 
Policy.  

10.2 If you make a complaint under this policy in bad faith (where, for example, you know 
the allegation you are making is not true), we may regard that as a disciplinary issue, 
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which you may be subjected to disciplinary action up to and including dismissal and in 
serious cases that could lead to dismissal without notice or payment in lieu of notice.  

10.3 If you are found to have breached this policy by unlawfully discriminating against 
someone during the recruitment process, you may be subjected to disciplinary action 
up to and including dismissal and/or providing (additional) training. 

 

11. Privacy Notice - Prospective Employees - Legitimate Interests 

 
At Precision Data Solutions Limited we are committed to protecting your privacy. This policy 
applies when we are acting as a controller of personal data, i.e. where we have determined 
the purposes and means of the processing of that personal data. It applies to all prospective 
employees. 
 
We will process your personal data for recruitment purposes. The legal basis for this 
processing is that it is necessary to achieve our legitimate interest, namely the recruiting of 
personnel to ensure the continued provision of our services.  
 
We will store your personal data relating to recruitment for two years following the 
completion of the recruitment process. 
 
We will share your personal data with third parties, such as recruitment advisors, only to the 
extent that the disclosure is reasonably necessary for the recruitment process. 
 
As you are providing us with your personal data, it is important to us that you are aware of 
the following rights that you have in relation to our processing of that personal data.  

• You can withdraw your consent to our processing of your personal data at any time. 

• You can be provided with a copy of any personal data concerning you that we 
process, unless that would affect the rights and freedoms of others. You can also be 
provided with information on how that personal data is processed by us. 

• You can have us rectify any personal data of yours that we hold that is inaccurate or 
incomplete. In certain circumstances, you can also ask us to erase or restrict the use 
of any of your personal data that we process. 

You can exercise any of the rights listed above by contacting us using the details at the 
bottom of this notice. If you are unhappy with any aspect of how we processed your personal 
data or your request to exercise a right, you can lodge a complaint with the Information 
Commissioner’s Office. 
 
 
Precision Data Solutions Limited is incorporated and registered in Scotland with company 
number SC644018 and whose registered office is at First Floor 4 Earls Court, Earls Gate 
Business Park, Grangemouth, Scotland, FK3 8ZE. 
 
We are contactable by email at info@precisiondatasolutions.co.uk. 
 


