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PURPOSE 

The Recruitment Policy provides Sysco Productions Ltd., with a set of recruitment            

and selection best practices for the effective resourcing of employees in an            

efficient and fair manner. This policy takes into account current employment           

legislation and must be implemented in conjunction with the Equal          

Opportunities Policy. 

SCOPE 

This policy applies to all employees of Sysco Productions either responsible for or             

involved with recruitment and selection. It does not refer to the use of agency              

staff or Freelance employees. 

Managers are required to keep within the spirit and intent of the policy, as far as                

possible in their own area. Any queries on the application or interpretation of             

this policy must be discussed with the Managing Director prior to any action             

being taken. 

POLICY STATEMENT 

Sysco Productions is committed to increasing the service quality, profitability          

and efficiency of the Company by attracting and recruiting people who are best             

suited to meet the requirements for the job. Decisions on the suitability of             

candidates will be made without regard to race, creed, colour, nationality, ethnic            

origin, age, language, religion or similar belief, political or other opinion           

affiliation, gender, gender reassignment, sexual orientation, marital status,        

connections with a national minority, national or social origin, property, birth or            

other status, family connections, membership or non-membership of a trade          

union or disability. 
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RECRUITMENT AUTHORISATION 

Managers must obtain authorization for a vacancy before recruitment can begin           

by using the Employment Requisition Form (Appendix I) and forward it to the             

Managing Director.  

The Line Manager must include his/her rationale for recruiting a replacement,           

consideration must be given to the role required and whether the requirements            

have changed. 

Where the role may have varied, a job description must be completed relating to              

the new role. There may be required changes to the responsibilities of the role              

and associated salary. Where it is envisaged that the current salary no longer             

reflects the responsibilities of the job, any recommendations for the new salary            

must be supported by current salary benchmark data where practicable.  

The Business Support Manager will provide advice and guidance to managers on            

the completion of the Employment Requisition Form and Job Description as           

appropriate.  

Estimated recruitment costs e.g. advertising or agency fees must also be           

prepared by the manager in order that the most effective recruitment source can             

be agreed. 

Approval for any recruitment must be given by the Managing Director. 

RECRUITMENT SOURCES 

The Company uses a variety of recruitment sources in order to ensure that             

vacancies may be filled with the most suitable person available in a cost             

effective and timely manner.  These include: 
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Internal Advertisements 

In order to ensure that current employees may apply, all vacancies will be             

advertised internally. An exception may be made when a redundancy or           

restructuring exercise is being conducted within the department/area where the          

vacancy exists, which may result in a redeployment into the vacant role. 

The Business Support Manager will be responsible for ensuring that vacancies           

are notified via email and on the Intranet for a minimum period of one week. All                

internal applicants whose attributes, skills and experience closely match those          

of the job will be interviewed for the position. However, outside applicants may             

also be sought and interviewed at the same time as internal applicants if             

appropriate. 

Current employees who wish to apply for vacancies advertised within the           

Company must advise their immediate manager prior to making a formal           

application and submitting their CV.  

External Recruitment 

All vacancies are also normally advertised externally. 

External recruitment may take place at the same time as the internal            

recruitment activity.  External sources of recruitment include: 

Newspapers/specialist journals 

Employment advertising in newspapers/specialist journals is an important        

applicant source. It is unlawful and contrary to Company Policy to exclude or to              

express a preference for any particular group of applicants by reference to            

gender, colour, ethnic origin etc. Care must be taken to ensure that publications             

used for employment advertising have an appropriately diverse readership. All          
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advertisements must be approved by the Managing Director. All adverts must           

specify the name and logo of the Company as per the Brand guidelines. 

Internet 

It is the policy of the Company to use the internet for recruitment purposes in a                

number of ways. For example, advertising through a Recruitment Consultancy’s          

website or through the company’s own website. The use of the internet in this              

way allows the Company access to a wider group of potential employees.            

However, since the internet is accessed world-wide, care must be taken regarding            

an applicant’s eligibility to work in the UK. 

Employee Referral Scheme 

The Company recognises that a particularly good way of recruiting people is            

those individuals who are known by others who already work for the Company. In              

these cases the potential candidate has usually been seen in the working role, as              

opposed to the interview situation, and therefore the behaviours have been seen            

in practice. 

The Company likes to think that employees would recommend potential          

employees to the Company anyway, but to encourage this we will pay a fee to               

employees who successfully introduce a potential employee. The following will          

apply: 

● The current employee must advise The Managing Director that they are           

recommending someone at the time the employee first contacts the          

Company. There will be no retrospective recognition if the recruitment          

process has commenced. 

● The total fee to be paid to an employee will be £500 (taxable). £250 will be                

paid in the month the employee commences work (providing we can meet            
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payroll cut-off dates) and £250 will be paid when the employee has            

completed six months satisfactory service. 

● There will be no retrospective payments for employees who may have           

recommended someone before this scheme was introduced. 

Employment Consultancies and Agencies 

It is the policy of the Company to only use specifically appointed consultancies             

or agencies for recruitment purposes who are approved on the Company’s           

preferred supplier list. All arrangements for the use of such consultancies or            

agencies must be discussed with the Managing Director. Any associated costs of            

using Employment Agencies will be deducted from the manager’s budget. 

THE SELECTION PROCESS 

Determining Selection Methods 

The selection process will normally begin with a discussion between the           

Managing Director and the line manager in order to determine the selection            

approach and the associated responsibilities appropriate to each vacancy. The          

appropriate selection method may not necessarily be limited to, but will always            

include, face to face interviews.  

Responsibilities 

Line Managers with support from the Business Support Manager will have the            

responsibility for obtaining and responding to applications, arranging the         

selection process and/or interview process, interviewing the candidates along         

with the Line Manager and occasionally holding speculative interviews. The final           

recruitment decision is the Line Manager’s responsibility.  
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Short-listing Applicants 

All vacancies will be subject to a closing date for the receipt of applications. All               

applications received by this date will be considered by the recruiting manager            

and a shortlist drawn up of those applications which will be taken forward using              

objective, relevant criteria. Reasons for the non-selection of an applicant should           

be noted by the recruiting manager. The final shortlist must be agreed by the              

Managing Director. All applicants who are not selected to go to the next stage of               

the selection process will be notified in writing by the Business Support            

Manager. 

Notifying Applicants 

Those applicants short-listed to be interviewed or who will be required to attend             

other selection events (e.g. selection centres, psychometric testing) will be          

notified in writing of the date, time and description of the event. 

At all points in the selection process (e.g. interviews), those responsible for            

selection decisions must keep complete, objective notes and a record of any            

decision made. 

Job Offer 

Final decisions on selection must be approved with the Managing Director. A            

verbal offer of employment may be made by the recruiting manager to the             

preferred candidate after approval by the Managing Director, and must be on the             

terms agreed in the Employment Requisition Form. Once accepted, however, this           

offer is legally binding. All such offers must therefore contain the following            

statement: 
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“This offer is subject to later confirmation, documentary evidence of your right to             

work in the UK and references which are satisfactory to us and having been              

received.” 

THE SELECTION CODE 

All managers must follow this Selection Code which applies to all external and             

internal applicants. 

● It is a legal and Company requirement that details of every application -             

whether made verbally (face to face or on the telephone) or in writing, must              

be retained for a period of no more than six months. When the applicant              

has not been selected for an interview, reasons for their non-selection must            

be kept in written form and retained as above. The applicant must be             

informed how their information will be processed, i.e. the information will           

only be processed as is necessary for recruitment purposes and where the            

applicant is successful, for the purpose of the employment contract. 

● There must not be discrimination on the grounds of race, creed, colour,            

nationality, ethnic origin, age, language, religion or similar belief, political or           

other opinion affiliation, gender, gender reassignment, sexual orientation,        

marital status, connections with a national minority, national or social          

origin, property, birth or other status, family connections, membership or          

non-membership of a trade union or disability. The provisions of the Equal            

Opportunities Policy must also be complied with. 

● Care must also be taken to avoid unfair treatment of applicants with a             

criminal record. The requirements of the Rehabilitation of Offenders Act          

must be complied with. 

● To avoid misunderstandings or claims of discrimination, questions asked         

of applicants should be confined to the broad requirements of the job.  
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● Any employment offer must be made on the same broad terms and            

conditions as anyone already in that job. 

● All external candidates who are short-listed for a position should be asked            

to provide appropriate documentation of their right to work in the UK, as             

specified by the Home Office, when they attend for final interview. A            

complete list of the documentation that is legally required to prove the right             

of work in the UK and the verification of documents procedure that must be              

followed by the company.  

● Final recruitment decisions may only be made with the express approval of            

the Managing Director. 

● Reasonable interview expenses will be reimbursed. 

ADMINISTRATION 

● It is the Business Support Manager’s responsibility, before written         

confirmation of an offer is sent, to check that all appropriate paperwork            

which should have been completed has been received. This includes the           

Employment Requisition Form, applicant's CV or other details and         

documentary evidence of their right to work in the UK. 

● Where the person to be employed is a “child”, e.g. for work experience (as              

legally defined) or is a foreign national who does not have the right to work               

in the UK, the Business Support Manager will apply for the necessary            

permits before written confirmation of an offer is sent. 

● The Business Support Manager will issue the conditional written offer letter,           

the contract of employment and other Company information applicable to          

the position. 

● The Business Support Manager will also take up written references, check           

professional qualifications and carry out other pre-employment checks as         
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required. Consent from the applicant will be sought before verification          

checks are carried out. References from the applicant’s current employer          

will only be taken up once the conditional written job offer has been             

accepted or, prior to this, with the express permission of the applicant. 

EQUAL OPPORTUNITIES MONITORING 

The Company will seek to collect equal opportunities data from all job applicants.             

This will be used solely for the purpose of analysing the gender/age/ethnic            

origin/religion or similar belief profile of applicants and to ensure there is no             

unlawful bias in the Company’s recruitment and selection processes. 

The questionnaires will be seen and used only by authorised employees within            

Sysco Productions and will not be seen by those involved in the selection             

process. 

The data gathered from these questionnaires will be held in          

anonymised/aggregated form wherever possible, in order to monitor recruitment         

campaigns. 

The Questionnaires will be securely destroyed once the data has been gathered. 
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APPENDIX I 

RECRUITMENT APPROVAL 

Cost Centre  Department  
Title of Role  Salary / 

Benefits 
 

New role or 
replacing 
existing role 

 Permanent or 
fixed term 
contract 

 

If replacement, 
name of leaver 

 Job description 
attached Y/N 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Recruiting Manager’s Signature………………………………… Date…………………… 
 
Please attach updated job/person spec and send to MD 
 
 
 
 
 
 
 
 
 
Approved/Not Approved 
 
MD Signature……………………………………………….Date………………………..  
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