
 
Recruitment Policy 
When new employees are recruited, CSC Fleet Services Ltd will aim to help them adjust to their new 
situation as quickly and easily as possible so that they become integrated and productive members of the 
organisation from the earliest opportunity.  

The company recognises that the induction process begins during recruitment and selection. Members of 
staff will bear this in mind when implementing the company’s recruitment procedure. The following will 
be observed – 

Ø When an advertisement is prepared, every effort will be made to ensure that it contains a fair and 
accurate description of the job and terms attaching to it. 

Ø In respect of each vacancy, consideration will be given to what documentation will accompany 
application forms being sent out. Although the package will vary, it should usually include the 
following 

Ø Literature describing the structure and function of the organisation 

Ø Details of the vacant post, including (when applicable) job description, grade, pay or salary level and 
other benefits, position of post in the organisation, and copies of any relevant company policies. 

Ø Clear instructions regarding the return of completed forms, including details of the closing date for 
applications. 

Ø Where applicants are called for interview, relevant documents such as those listed above, which have 
not already been sent will be enclosed. 

Ø In addition, clear details of the time and place of the interview (including map), the form it will take 
and its expected duration. 

Ø Where candidates are required to bring items such as examples of work or evidence of qualifications, 
this should also be stated.  

Ø Interviews will be structured and conducted in such a way as to give both interviewer and interviewee 
ample opportunity to assess whether the job and the candidate are well matched. 

Ø Whenever possible, applicants should be shown where they would work if appointed and be 
introduced to potential colleagues. 

Ø Applicants for driving occupations must have their driving abilities assessed by someone qualified to 
carry out an assessment. 

Ø Contact details for the candidate  

Ø In relation to company vehicle users, driving licence 
 


