Code of Practice

The JobShop abides by the Code of Practice as agreed by the Association of Graduate Careers Advisory Services (AGCAS), the Association of Graduate Recruiters (AGR) and the National Union of Students (NUS)  

Recruitment Agencies must be a member of REC

1. The client offering the vacancy being advertised must be disclosed.  This information can be kept confidential from students.
2. Vacancies will be advertised on the JobShop website for the length of time specified by the Agency.
3. Students will be referred on to the Agency for further details of the vacancy.

4. The JobShop does not enter into contracts with students or employers, all contracts are agreed direct with the student and the employer. 

5. The Agency must make clear the nature of the work offered and specify any necessary skills required, the proposed wages and other terms.  If possible, the number and distribution of hours to be worked and length of employment term should be stated.

6. Agencies must state the rate of pay, method and timing of payment and other relevant information no later than the first day of employment.

7. Agencies must abide by the minimum wage legislation.

8. The availability of students varies dependent upon their course, however we do request that Agencies be aware of the students' study obligations and recommend a maximum of 15 hours work per week during term-time.  During vacations and other periods when a student does not have the usual pressure of study, hours are negotiable with the student.  

9. It is the duty of the Agency to meet all the statutory legal requirements. 

            In particular the following: 

· Payment of National Insurance contributions, tax or where appropriate, submission of Declaration of Income forms [P38(s)] to the Inland Revenue.

· Adherence to health and safety regulations.  

· Provision of adequate insurance (both as regards to injury to the students, and as regards to any claims against students for damage and personal injury).  

· Compliance with legislation against discrimination in employment on basis of gender, ethnic origin, disability, age etc. 

10. The Agency shall satisfy themselves as to the suitability of any employee and shall be responsible for taking up any references before appointment, unless prior arrangements have been made with the JobShop.
11. It is the responsibility of the Agency to ensure that all candidates know the result of an application as soon as possible and also inform the Job Shop when a post has been filled.

12. If an Agency finds that a student recruited via the JobShop does not fulfil reasonable expectations, bearing in mind the job specification notified, the JobShop will re-advertise the vacancy and endeavour to put forward a replacement, if requested.

13. The JobShop reserves the right not to advertise a vacancy.  This will be the case if the JobShop is already dealing directly with the client or the vacancy is inappropriate. 
