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Recruitment Agency and Unsolicited Candidate Policy
1. Recruitment Agencies and Third-Party Recruiters
We value our relationships with approved recruitment partners and operate a Preferred Supplier List (PSL) to ensure a consistent, efficient and compliant recruitment process.
2. Preferred Supplier Arrangements
We will only engage recruitment agencies, executive search firms and other third-party recruitment providers where all of the following conditions have been met:
· A formal written terms of business agreement has been executed by both parties;
· The agency has been approved through our Preferred Supplier List (PSL) process;
· A specific vacancy has been assigned to the agency in writing by a member of our HR Team; and
· A valid purchase order (PO) or written assignment authorisation has been issued for the assignment.
Unless all of these conditions have been met, no recruitment agency is authorised to act on our behalf, advertise our vacancies or submit candidates for consideration.
No employee, manager, department head, or representative of Elsoms, other than an authorised member of the HR team or a Director of Elsoms acting in accordance with this policy, has authority to engage recruitment services, accept candidate introductions, agree terms of business, create contractual obligations, or otherwise bind Elsoms in relation to recruitment agency services. Any purported agreement, instruction, acceptance or authorisation provided by an unauthorised individual shall be void and of no effect.
3. Unsolicited CVs and Candidate Profiles
We do not accept unsolicited CVs, candidate profiles or candidate information from recruitment agencies, search firms or any other third party.
Any CV, candidate profile or candidate information submitted to Elsoms without:
· an executed terms of business agreement signed by an authorised Company representative;
· approval through Elsoms' Preferred Supplier List (PSL) process;
· a live vacancy assignment issued in writing by the HR team, or by a Director of Elsoms acting in accordance with this policy; and
· a valid purchase order (PO) or written assignment reference,
shall be deemed an unsolicited submission and provided on a wholly non-fee basis.
For the avoidance of doubt:
· Discussions, meetings, emails, telephone conversations or correspondence with any employee do not constitute authority to submit candidates or entitlement to fees.
· Receipt, review, acknowledgement, forwarding or consideration of a CV by any employee does not constitute acceptance of agency terms.
· Interviewing, engaging, employing or otherwise contracting with a candidate does not constitute acceptance of agency terms where the requirements of this policy have not been satisfied.
Elsoms expressly rejects any agency terms and conditions submitted, referenced or incorporated by implication unless separately agreed in writing by an authorised representative of the HR team or a Director of Elsoms and supported by a valid assignment.
This policy applies regardless of the method of submission, including email, post, LinkedIn, social media platforms, website contact forms, applicant tracking systems or direct approaches to employees.
4. No Agency Fee Liability
Where candidate information is submitted in breach of this policy:
· We shall have no obligation to pay any recruitment, introduction, placement, administration, transfer or conversion fee.
· We reserve the right to contact, interview, engage or employ the candidate directly.
· Any entitlement to fees arising from the unsolicited submission shall be deemed waived.
· We may consider the candidate for current or future opportunities without liability to the submitting agency.
For the avoidance of doubt, the hiring, engagement or employment of a candidate introduced in breach of this policy shall not give rise to any entitlement to fees, commissions or other remuneration.
5. Candidate Ownership
For approved PSL agencies working on authorised assignments, candidate ownership will be determined by the first compliant submission received by the HR team through the designated recruitment channel.
We will not be responsible for resolving disputes between agencies relating to candidate ownership or fee sharing arrangements.
6. Existing Candidate Records
No fee will be payable where a candidate:
· has previously applied directly to us;
· already exists within our talent database;
· has been referred through an employee referral programme; 
· has already been referred to us by another agency; or
· is otherwise known to us before an agency submission is received.
7. Data Protection
Agencies are responsible for ensuring that any candidate information provided to us has been collected, processed and shared in accordance with applicable data protection legislation, including the UK General Data Protection Regulation and the Data Protection Act 2018.
We reserve the right to delete unsolicited candidate information received in breach of this policy and accept no responsibility for any loss arising from such deletion.
8. Becoming an Approved Supplier
Recruitment agencies wishing to be considered for future PSL opportunities may contact our HR team.
The submission of agency terms of business, marketing materials or candidate profiles does not constitute acceptance of any contractual terms. No agency terms shall be binding unless expressly agreed in writing by a member of the HR team or a Director of Elsoms.
9. Acceptance of this Policy
By submitting candidate information to Elsoms or any of its employees, recruitment agencies acknowledge and accept the terms of this policy.
This policy takes precedence over any conflicting terms and conditions submitted by an agency unless otherwise agreed in writing by Elsoms.
Nothing in this policy shall be construed as creating any contractual relationship between Elsoms and any recruitment agency, search firm or third-party recruiter. Contractual obligations shall arise only where a separate written agreement has been executed by both parties and a specific assignment has been authorised in accordance with this policy.
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