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Engagement 
with potential 

candidates

Diversity

Communication

Circumstances

Disability

Interview 
conduct

Health & Safety

Feed-back

Do not compromise applicants existing 
employment nor interfere in their current work 
relationships.

As per law, provide equality of  employment 
opportunity based on pre-defined person 
specifications.

All applications should be acknowledged. 
Applicants are informed of  the progress of  
their application in a timely manner.

Bear in mind that applicant may have 
arrangements to make such as applying for 
time off  work or arranging childcare in order 
to attend an interview. Do not schedule or 
change interviews at short notice. 

Ask all applicants if  they need any reasonable 
adjustments in order to participate to the 
recruitment process. Do not discriminate 
against those candidates who require 
reasonable adjustments.

Allow sufficient time for the interview, make 
sure you have read the applicant’s CV 
beforehand and restrict questions to work 
related matters. 

You must inform applicants whenever you 
have reasons to believe that an engagement 
may cause a risk to health and safety from both 
a physical and a mental view point.

No feedback is not feedback! Applicants 
need to understand the reasons behind a no-hire 
decision.

Applicants need to be confident that they will be treated fairly during the 
recruitment process, that the recruiter not only understands their circumstances 
but will adapt and cater for these, that their application will be assessed on 
objective business criteria and that they will be kept informed of  the progress of  
their application and of  the reasons behind a decision not to hire them.

No ethical recruiter advertises or promises 
jobs that do not exist.

Fairness
Regulations surrounding unpaid shifts and trial 
periods are subject to interpretation and can be 
abused by employers or recruiters who take 
advantage of an applicant to get work done at no cost. 

Reading Ethical Recruitment Charter
Guidelines

Not allowed under the 
Charter

Not allowed under the
Charter unless:

a) it is kept to a  minimum,  
     relevant to the job
     purpose, under
     supervision. 
b) the business does not
     profit. 

Not allowed under the 
Charter unless it is a 
vocational placement 
or if  no employment 

relationship is 
found to exist.

Allowed under the Charter, 
provided there is no 

employment 
relationship and that the 

volunteer is under no 
obligation to attend the 

workplace or perform work.

Applicants can be asked to 
perform unpaid work for a 

period of  time not 
commensurate with the time 

necessary to assess their skills, 
or irrelevant to the job purpose 

or without supervision.

Students can be asked to do 
unpaid “productive” work during 
the course of  an internship or of  

a work-experience in lieu of  
a promised meaningful learning 

experience but they will not 
challenge their employer by 

fear of  missing a future 
opportunity.

When a volunteer is obliged to 
perform work at the workplace 
under formalized arrangements 

(roster for instance), this 
relationship is very likely to be 
an employment one calling for 

both compensation and the 
protection of  labour laws.

Applicants can be asked to 
undertake an unpaid trial shift 

to assess their skills. 

They cannot refuse to work for 
free because any offer of  work 

is conditional on completing 
one or more unpaid shifts.

Abusive practice

Unpaid 
Volunteering 

work.

Unpaid 
internship 

& work 
experience.

Unpaid trial 
assessment 

periods.

Unpaid trial 
shifts.

Issues

More guidance at: 
www.ethicalreading.or.uk/readingethicalrecruitmentcharter
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Applicants need to be made fully aware of  the recruitment process’ key 
stages, the terms of  the proposed employment, and of  the specifics of  the 
job advertised. Job listings will include interview dates and details of  the 
recruitment process. Job descriptions will be as accurate as possible, 
including expected hours and location of  work. 

Transparency

Requisites

Recruitment 
Process

Job
description

Person 
specifications

Terms of  
employment

Change of  
terms

Clarify from the start:
   •  the legal and/or qualifications requisites
   •  the proposed salary/remuneration
   •  the location and travel expectations
   •  the company recruiting and its values or at  
       least the industry it belongs to
   •  the working time/structure 
So that applicants can already assess the 
relevance of  their candidature.

Set and respect application closing and 
interview dates so that applicants can prepare 
and organise for the interview ahead of  it.

Must include:
   •  purpose of  the role
   •  position within the organization
   •  objectives and expectations
   •  values to demonstrate

Must include:
   •  required qualifications & diplomas
   •  required skills and competencies
   •  experience
No discrimination on the grounds of  race, age, 
gender, sexual orientation, belief  or disability 
unless fundamental to the job and justifiable.

Ethical recruiters make sure that the applicant 
understands the proposed terms of  employment 
(wages, hours, place of  work, health & safety 
exposures or even the specific legal status 
applicable to their contract such as IR35), 
especially when the applicant is of  foreign origin.

Any applicant should be offered the possibility 
of  refusing a change of  terms and conditions 
following an initial offer.
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Compliance 
with 

employment 
laws and 

regulations
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Compliance 
with Recruiting 
industry codes 

of  practice

Compliance 
with recruiter’s 
code of  ethics 
and corporate 

values

In the absence 
of  law, code of  

practice or 
corporate 

values

The frameworks provided by the recruiting 
industry codes of  practice call for honesty, 
integrity and respect of  applicants. Their 
good practice guidance lists numerous 
“must do” and “don’t do” which can be easily 
breached to the detriment of  applicants. 

Ethical recruiters should make candidates 
aware of  their codes of  practice (including 
complaints procedures) and systematically 
seek feed-back from the candidates they 
have interviewed.

There is no better place for recruiting 
managers to live their company’s values than 
when they are engaged in recruitment, from 
job definition to selection of  candidates, 
interview and follow-up.

In the absence of  law, regulations or 
guidance, ethical recruiters ensure 
reciprocal understanding of  interests and 
secure a fair reciprocity of  benefits. 

Applicants need to be confident that they will not only work in a lawful 
environment, but also will benefit as of  recruitment stage from the largest 
extent of  the protection conferred under laws, regulations and/or codes of  
conduct as applicable to their potential employer.  

From non-discrimination to diversity and 
inclusion, from disability reasonable 
adjustments to data protection, there is a 
significant legal framework applicable as 
of  recruitment stage. 

Ethical practice is to ensure the strict 
application of  these regulations and where 
relevant go beyond their letter to apply 
their spirit.

Respect


