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Recruitment and Selection Policy
Purpose
The purpose of this policy is to ensure that the Group employs, and promotes, the most appropriate applicants in a fair, consistent and non-discriminatory manner. 

Scope
This policy covers all current employees and applicants for employment within the subsidiary Companies of Kinaxia Logistics (‘the Group’).

Policy
The Group is committed to ensuring there is no discrimination on the grounds of age, disability, gender reassignment, marriage/civil partnership, pregnancy, maternity, race, religion or belief, sex or sexual orientation at any stage of the recruitment process or in the terms and conditions offered to new employees or promoted employees.

The Group will monitor the composition of its workforce to identify areas that may require positive measures to promote equal opportunity and diversity.

Advertising
Advertising of all positions may be carried out both internally and externally. All employees (including fixed-term employees) will be notified of any positions that arise during their employment by way of these being posted on the staff notice boards and via email updates from the recruitment team.

Screening
Screening will be carried out by matching details of applicants to the requirements of the job in accordance with the relevant job description. The screening criteria will be applied consistently to all applicants. 

Testing
If it is necessary to use selection tests for a job, they will only relate to non-biased, genuine objective requirements of the role. Records of any testing undertaken will be retained for a period of one year.

Interviewing
The interviewing process will be carried out in the following way:

· no assumptions will be made on the grounds of age, disability, gender reassignment, marriage/civil partnership, pregnancy, maternity, race, religion or belief, sex or sexual orientation
· questions will relate to the requirements of the job as established in the job description 
· applicants will be assessed at the end of interviewing against pre-defined criteria
· Any adjustment to attend interviews due to special requirements will be provided

References
All external candidates applying for key roles will be required to provide two satisfactory references prior to appointment. Referees must not be contacted without the permission of the candidate to whom they relate. Candidates unable to provide two suitable referees will be considered on a case-by-case basis.


Medical check
Upon commencement of employment an employee may be required to complete a medical assessment form. This medical check will focus on the health and wellbeing of the employee when undertaking their job role and duties, as well as ensuring that any duty to make reasonable adjustments is complied with.

Criminal Record Checks
The Group will require DBS checks from any applicant applying for a role within the finance / accounts department prior to commencement of employment. 

The Group undertakes not to discriminate unfairly against any subject of a criminal record check on the basis of a conviction or other information revealed.

An applicant is only required to provide details of convictions and cautions that the Group are legally entitled to know about.

At interview, or in a separate discussion, the Group will ensure that an open and measured discussion takes place regarding any offences or other matter that might be relevant to the position. Failure to reveal information that is directly relevant to the vacant position may lead to withdrawal of an offer of employment.

The Group undertakes to discuss with the applicant any matter revealed on a DBS certificate before withdrawing a conditional offer of employment.

Employment of foreign nationals
The Group will only employ workers who are legally entitled to work in the United Kingdom. All employees will be required to undertake an appropriate right to work check, regardless of their nationality, by reviewing appropriate immigration documents or by accessing an online right to work check. 






[image: C:\Users\debbieblackwell\AppData\Local\Microsoft\Windows\INetCache\Content.Outlook\XZOXWQT2\Kinaxia Logistics Footer.png]
[image: ]Recruitment & Selection Policy 01.08.22                                                                                                         
Page 2 of 4

image1.jpg
Kinaxia
Logistics




image3.png
KinaXia Logistics




image2.jpeg
Kinaxia Logistics Limited
Company No. 07466536
VAT Reg No GB 102 0660 35




