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Recruitment Company Policy
1. Introduction
This document outlines the comprehensive policy for our recruitment company. It 
is designed to ensure consistency, fairness, and efficiency in our recruitment 
processes while maintaining the highest standards of professionalism and ethical 
conduct.

1.1 Purpose
The purpose of this policy is to provide clear guidelines for all employees involved 
in the recruitment process, ensuring that we attract, select, and retain the best 
talent for our clients while adhering to legal requirements and industry best 
practices.

1.2 Scope
This policy applies to all employees, contractors, and representatives of our 
recruitment company who are involved in any aspect of the recruitment process, 
including but not limited to:

Recruiters

Account managers

Human resources personnel

Hiring managers

Executive leadership

2. Equal Employment Opportunity and Non-
Discrimination
Our company is committed to providing equal employment opportunities to all 
individuals without regard to:
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Race, color, or ethnicity

Gender, gender identity, or sexual orientation

Age

Religion or belief

Disability

National origin

Marital or family status

Veteran status

We strictly prohibit any form of discrimination or harassment based on these or 
any other protected characteristics.

2.1 Affirmative Action
Our company will take affirmative action to ensure that all employment practices 
are free from such discrimination. This includes, but is not limited to:

Hiring

Promotion

Demotion

Transfer

Recruitment

Advertising

Layoff

Termination

Rates of pay

Other forms of compensation

Selection for training

3. Recruitment Process
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3.1 Job Requisition
All recruitment efforts must begin with a formal job requisition. This requisition 
should include:

Job title

Department

Reporting structure

Job description

Required qualifications

Preferred qualifications

Salary range

Employment type (full-time, part-time, contract)

3.2 Job Posting
All job openings must be posted internally for a minimum of five business days 
before being advertised externally. External job postings should be placed on:

Company website

Relevant job boards

Professional networking sites

Social media platforms

All job postings must be approved by the Human Resources department before 
publication.

3.3 Candidate Sourcing
Recruiters should utilize a variety of sourcing methods to identify potential 
candidates, including:

Database searches

Employee referrals

Social media outreach
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Professional networking events

Partnerships with universities and professional organizations

3.4 Application Process
All applications must be submitted through our official online application system. 
Recruiters should acknowledge receipt of applications within 48 hours.

3.5 Screening and Selection
The screening and selection process should include:

Initial resume/CV review

Phone or video screening interview

Skills assessment or technical test (if applicable)

In-person or virtual interviews with hiring manager and team

Reference checks

Background checks (in compliance with local laws)

3.6 Interview Process
All interviewers must complete unconscious bias training before conducting 
interviews. Interviews should be structured and based on predetermined criteria 
relevant to the job requirements. A diverse interview panel is recommended 
whenever possible.

3.7 Offer Process
Job offers must be approved by the hiring manager and Human Resources before 
being extended to candidates. All offers should be made in writing and include:

Job title

Start date

Salary

Benefits
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Reporting structure

Any contingencies (e.g., background check, drug test)

4. Confidentiality and Data Protection
All employees involved in the recruitment process must maintain strict 
confidentiality regarding candidate information. This includes:

Personal details

Application materials

Interview notes

Assessment results

All candidate data must be handled in compliance with relevant data protection 
laws, including GDPR where applicable.

5. Ethical Considerations
5.1 Conflicts of Interest
Employees must disclose any potential conflicts of interest in the recruitment 
process, such as personal relationships with candidates. In such cases, the 
employee should recuse themselves from the decision-making process.

5.2 Gifts and Gratuities
Employees are prohibited from accepting gifts, gratuities, or any form of 
compensation from candidates or third-party recruiters involved in the hiring 
process.

5.3 Honesty and Transparency
All communication with candidates must be honest and transparent. 
Misrepresentation of job details, company information, or employment terms is 
strictly prohibited.
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6. Diversity and Inclusion
Our company is committed to fostering a diverse and inclusive workplace. To 
support this commitment:

We will actively seek out diverse candidate pools for all positions

Job descriptions and requirements will be reviewed to eliminate unnecessary 
barriers to diversity

We will partner with organizations that support underrepresented groups in 
the workforce

Regular diversity and inclusion training will be provided to all employees 
involved in the recruitment process

7. Metrics and Reporting
To ensure the effectiveness of our recruitment processes, we will track and report 
on key metrics, including:

Time-to-fill

Cost-per-hire

Source of hire

Diversity of candidate pool and hires

Offer acceptance rate

New hire retention rate

These metrics will be reviewed quarterly by the executive team and used to inform 
improvements to our recruitment strategies.

8. Compliance and Legal Considerations
All recruitment activities must comply with relevant local, state, and federal laws, 
including but not limited to:

Equal Employment Opportunity laws
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Fair Labor Standards Act

Americans with Disabilities Act

Age Discrimination in Employment Act

Immigration Reform and Control Act

The Human Resources department is responsible for staying informed about 
changes in employment law and updating this policy accordingly.

9. Training and Development
All employees involved in the recruitment process must complete annual training 
on:

This recruitment policy

Interviewing techniques

Unconscious bias

Diversity and inclusion

Legal compliance in hiring

10. Policy Review and Updates
This policy will be reviewed annually by the Human Resources department and 
updated as necessary to reflect changes in law, industry best practices, or 
company needs. All employees will be notified of any changes to this policy.

11. Conclusion
Adherence to this comprehensive recruitment policy is crucial for maintaining our 
company's reputation, ensuring legal compliance, and attracting top talent. All 
employees are expected to familiarize themselves with this policy and apply its 
principles in their daily work. Any questions or concerns regarding this policy 
should be directed to the Human Resources department.
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By following these guidelines, we can ensure a fair, efficient, and effective 
recruitment process that benefits our company, our clients, and our candidates.


