Recruitment Policy
1. Policy Statement

Colart is committed to attracting, acquiring and retaining talent who can make a valuable contribution to ensure our ongoing success, and underlying this talent acquisition strategy is an effective recruitment process. The purpose of this Recruitment Policy is to ensure that Colart attracts, selects and appoints the best person for the role in a manner that is consistent, fair and compliant with local employment laws.  

2. [image: ]Recruitment Principles

2.1 To ensure open and fair competition for all vacant roles, whether internal or external.
2.2 To ensure talent acquisition activities enhance our corporate brand by building awareness and improving our reputation.
2.3 To align the recruitment process with Colart’s core values, mission, strategic needs, and long-term goals.
2.4 To ensure new roles are scoped and aligned to business needs within headcount cost control parameters.
2.5 To ensure recruitment decisions are made on the basis of the candidate’s suitability for the position using defined selection criteria and ensuring alignment with Colart’s culture, for a fair and consistent recruitment process.
2.6 To ensure best practice in recruitment and selection is promoted with new ideas incorporated to ensure continued professionalism and efficiency.
2.7 To ensure a clearly communicated framework for recruitment and selection, outlining the steps and responsibilities involved.
2.8 To treat all applicant documentation confidentially, adhering to data protection laws like the GDPR, while granting applicants access to their personal data. Colart will comply with all relevant local employment laws.

3. Scope

This policy covers all recruitment and selection activities in Colart, including the recruitment of:
· Full-time, part-time, temporary and contract roles
· Internal and external applications
· Positions at all levels in the company

4. Recruitment Process

The recruitment process at Colart is designed to ensure that we hire the best candidates as part of our talent acquisition strategy whilst adhering to legal, ethical and fair recruitment practices.  

The steps of the recruitment process for all indirect headcount are as follows:

4.1	Job requisition and approval
-	When a vacancy arises, the hiring manager will submit a formal job requisition via Splash detailing the full job specification, KPIs, qualifications and any other relevant information.
-	The requisition will go through the standard approval process in Splash to ensure the position aligns with business needs and budget considerations.

4.2	Job advert creation and posting
-	The hiring manager, in collaboration with HR, will prepare an accurate and inclusive job advert outlining the role’s responsibilities, required qualifications, skills and experience, as well as any personal attributes or characteristics required.
-	Colart uses a number of platforms to advertise the vacancy, both internally and externally, according to the nature of the role.  This includes Colart’s intranet and internet as a starting point and then job boards such as Linked In and Indeed, recruitment agencies, professional networks and social media as appropriate.
-	Due to the positive impact for Colart of direct sourcing (including brand building and cost management), the use of agencies should be avoided.  Subject to the quality of CVs received, an alternative to direct sourcing may be considered with HR using the preferred supplier list.  Hiring managers will not engage the services of an agency directly as the agreement of terms and conditions in advance is the responsibility of HR.

4.3	Application process
-	Candidates will apply by uploading their CV and any other required information via the recruitment portal link.
-	Current employees will be considered in order to support their career development, and they should apply directly via Splash.

4.4	Selection process
-	HR will review all applications to ensure the criteria outlined in the job specification are met, and then prepare a shortlist.  To avoid any unconscious bias, anonymised CVs will then be sent to the hiring manager for further review.
-	Interviews will be conducted in person wherever possible but depending on the role and the candidate’s location a Teams video call may be organised.
-	Candidates will undergo various interview stages, depending on the nature and level of the role, with HR involved at all stages.  Typically, there will be up to 3 interview stages:

		1. With hiring manager
2. With hiring manager’s manager or with other members of the team
3. Final HR interview to include a psychometric profiler (The Quest Profiler) to determine the candidate’s fit for the role, the team and  Colart.

· For certain roles, additional assessments or skills tests may be required to assess the candidate’s abilities.  This may include preparing and presenting case studies or competency-based questions.

4.5	Job offer
-	The HR team will make a verbal offer to the successful candidate which will be followed by a formal written offer in the form of a contract detailing salary, benefits, job title, reporting structure and other terms of employment.
-	The candidate must return a signed copy of the contract within an agreed time period.
-	The offer of employment is contingent on the receipt of satisfactory references (number required will be dependent on local requirement) and a satisfactory medical assessment (dependent on local requirement).
-	Background checks, including right to work in the country of employment, criminal records and employment verification will also be conducted where applicable.
-	Once the offer is accepted HR will co-ordinate the onboarding process, in conjunction with the hiring manager.

4.6	Unsuccessful candidates
Unsuccessful candidates should be managed with respect and sensitivity and will, as a minimum, receive written notification of the outcome of the selection process.  In the event that a candidate requests feedback, this can be arranged through HR and the hiring manager.

4.7	Notes to clause 4
-	The recruitment steps outlined above do not apply to the sourcing of direct headcount, as this approach requires greater flexibility and associated costs are already included in the cost of goods. However, for governance purposes, any additional direct headcount must be approved via email by the Department Head. The recruitment process must then be agreed with local HR.
-	If a person is to be paid by Colart (via our payroll) they should be added to Splash and counted in our headcount.
-	If the person is not paid via the Colart payroll but instead paid via an invoice, a Splash recruitment requisition is not necessary but the contractor workflow must be completed: https://workflows.colart.com/workflow/?_search=contractor&_type&btn=Search

5. Onboarding and Induction

5.1	The hiring manager in collaboration with HR will co-ordinate the onboarding process for new hires, ensuring they receive the necessary information, including company policies, health and safety procedures and benefits information.

5.2 Once the new employee has started, they will receive a formal induction session to introduce them to the company’s culture, values and operations as well as to ensure that they are well equipped to start their new role.

5.3 The hiring manager in collaboration with HR will also organise a thorough programme of induction sessions with key stakeholders to support the new hire in becoming an effective member of the team.

5.4 Whilst HR support the above process, the hiring manager is accountable.

6. Diversity and Inclusion

6.1	Colart is committed to fostering an inclusive workplace.  We actively seek to recruit candidates from diverse backgrounds and experiences to enhance creativity, innovation and productivity within our teams.

6.2	We will take proactive steps to remove bias from our recruitment processes by utilising structured interviews and anonymising CVs where possible.

7. Confidentiality

7.1	All information gathered during the recruitment process, including applications, interview notes and reference checks, will be kept confidential in accordance with company policy and local data protection laws.

7.2	Colart will retain all recruitment records in accordance with applicable data protection and privacy laws. After this period, all records will be securely deleted or destroyed in a manner that protects personal data.



8. Compliance with Employment Laws

Colart will ensure full compliance with all local employment legislation throughout the recruitment process.  

9. Training and Development of Recruitment Teams and Hiring Managers

The Empowering People for People Managers training course covers best practices in recruitment, legal compliance, unconscious bias, diversity, interview techniques, onboarding activities and line management accountability.  
This ensures that everyone involved in the recruitment process is equipped to make fair, unbiased and informed decisions. HR and all hiring managers (new and current) will receive this training.

10. Review of Policy

This Recruitment Policy will be reviewed periodically to ensure it aligns with Colart’s goals, legal requirements and best practices.

11. Conclusion

Colart is committed to providing a robust and fair recruitment process that fosters a positive work environment and attracts the best workforce to support our values and drive our company’s success.
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