ARTIFICIAL INTELLIGENCE POLICY FOR ERF MEMBER RECRUITMENT AGENCIES
Model Policy for Candidate-Facing Communications
Date: 29th January 2026
INTRODUCTION
This model policy is intended for ERF member organisations to adopt, modify, and publish on their websites and/or provide directly to candidates. It covers transparency requirements under the EU Artificial Intelligence Act (Regulation 2024/1689), the General Data Protection Regulation (GDPR), and the Data Protection Act 2018.
Members should tailor this policy to reflect their specific AI tools and practices. Text in [square brackets] indicates where customisation is required. 
IMPLEMENTATION GUIDANCE FOR ERF MEMBERS
Adopting This Policy
1. Review your AI tools: Conduct an audit of all AI-assisted tools currently in use and map them against the categories in this policy
2. Customise the template: Replace all bracketed text with your organisation's specific details
3. Train your staff: Ensure all recruiters understand the policy and can explain it to candidates
4. Document your processes: Maintain records of human oversight and review procedures
5. Publish prominently: Make the policy easily accessible on your website and include a link or reference in candidate communications
6. Review regularly: Schedule at least annual reviews of the policy to ensure ongoing accuracy and compliance
[bookmark: OLE_LINK1]Recommended Actions
	Immediate
	Publish a clear, candidate‑facing AI information notice and policy, and conduct an initial audit and inventory of all AI tools used in recruitment and selection processes.


	By 31 March 2026  

	Complete due diligence on all AI vendors involved in recruitment and HR decision‑making and implement appropriate logging and documentation measures to support accountability under the GDPR and forthcoming EU AI Act obligations.


	By 2 August 2026  

	Ensure full compliance with the EU AI Act obligations applicable to deployers of high‑risk AI systems used in recruitment and employment decisions, including risk management, data governance, technical documentation, logging, transparency, human oversight, and post‑market monitoring measures.


	Ongoing (from 2026 onwards)  

	Carry out regular bias and performance audits of AI tools, provide periodic staff training on AI, data protection and non‑discrimination, and review and update AI‑related policies and records to maintain continuous compliance with the GDPR and the EU AI Act.




This model policy is provided for guidance purposes. ERF members should seek specific legal advice on their individual circumstances and ensure the policy accurately reflects their actual practices.
Should you require any clarification on implementing this policy or wish to discuss specific AI tools your organisation is considering, please do not hesitate to contact me: mary@hrbrief.ie 




MODEL AI POLICY FOR CANDIDATE COMMUNICATIONS

[AGENCY NAME]
 ARTIFICIAL INTELLIGENCE POLICY
How We Use AI in Our Recruitment Services
Effective Date: [Date]
Last Reviewed: [Date]
1. OUR COMMITMENT TO YOU
At [Agency Name], we are committed to providing our recruitment services in a fair, transparent manner, and in full compliance with all relevant laws, including the EU Artificial Intelligence Act and the General Data Protection Regulation (GDPR).
We believe that technology should support, not replace, human judgement in recruitment decisions. This policy outlines how we utilise artificial intelligence (AI) tools in our recruitment processes, the safeguards we have in place, and your rights as a candidate.
2. WHAT IS ARTIFICIAL INTELLIGENCE?
For the purposes of this policy, "artificial intelligence" or "AI" refers to software systems that can, given a set of objectives, produce outputs such as predictions, recommendations, or decisions that may impact recruitment processes. This includes:
- Automated CV screening and parsing tools
- Candidate matching algorithms
- Chatbots and automated communication systems
- Skills assessment platforms
- Interview scheduling tools
3. HOW WE USE AI IN RECRUITMENT
We may use AI tools to assist with the following activities:
3.1 Administrative and Efficiency Tasks

	AI Application
	Purpose
	Human Oversight

	CV parsing
	Extracting information from CVs to populate our database accurately
	All parsed data is reviewed by a recruiter before use

	Interview scheduling
	Coordinating interview times between candidates and clients
	Candidates may request human assistance at any time

	Automated acknowledgements
	Confirming receipt of applications
	Recruiters monitor all communications

	Chatbot enquiries
	Answering frequently asked questions about roles or processes
	Complex queries are escalated to a human recruiter




3.2 Candidate Matching and Screening

	AI Application
	Purpose
	Human Oversight

	Skills matching
	Identifying potential matches between candidate profiles and job requirements
	All matches are reviewed by a qualified recruiter before any candidate is contacted or shortlisted

	Keyword identification
	Highlighting relevant experience and qualifications
	Recruiters assess the full application, not just highlighted keywords

	Ranking assistance
	Ordering applications to assist recruiter review
	Rankings are advisory only; recruiters make all shortlisting decisions




4. WHAT AI IS NOT USED FOR
We do not use AI to make final recruitment decisions.
The following decisions are always made by qualified human recruiters and/or our clients:
· Shortlisting decisions: A human recruiter reviews all applications before determining who progresses to an interview. AI might assist in organising or highlighting applications, but the final decision to shortlist or reject is made by a person.
· Interview outcomes: All interview assessments are conducted and evaluated by human beings.
· Job offers: Decisions to offer employment are made by our clients, supported by our professional recommendations, not by automated systems.
· Rejection decisions: No candidate is rejected solely by an automated process. Where AI tools flag potential mismatches, a human recruiter reviews the application before any decision is communicated.
5. WHY YOU MIGHT NOT BE SHORTLISTED
We understand that not being shortlisted for an interview can be disappointing. There are many reasons why this might occur, including:
· The role has attracted a high volume of applications from candidates whose experience more closely matches the specific requirements
· Essential criteria specified by the client (such as qualifications, certifications, or years of experience) were not evidenced in your application
· The role has been filled or withdrawn before your application could be fully considered
· Location, availability, or salary expectations did not align with the role requirements
Important: Where AI tools are used to assist in organising or reviewing applications, a human recruiter will always make the final determination about whether to progress your application. You will never be rejected solely because an algorithm has made that decision.

6. HUMAN OVERSIGHT AND REVIEW
In accordance with the EU AI Act and GDPR requirements, we maintain meaningful human oversight of all AI-assisted processes:
6.1 Qualified Human Review
· All AI outputs that may affect your candidacy are reviewed by trained recruitment professionals before any action is taken
· Our recruiters are trained to identify and correct potential errors or biases in AI-generated recommendations
· Recruiters have the authority to override any AI recommendation
6.2 Regular Monitoring
· We regularly audit our AI tools for accuracy, fairness, and compliance
· We monitor outcomes to identify any patterns that might indicate bias or unfairness
· We maintain logs of AI-assisted decisions for quality assurance purposes
6.3 Vendor Due Diligence
· We conduct due diligence on all AI tool providers to ensure their systems are designed and tested for fairness
· We require our vendors to provide transparency about how their systems work
· We do not use AI tools that cannot be adequately explained or monitored

7. YOUR RIGHTS
Under the GDPR and the EU AI Act, you have the following rights in relation to AI-assisted recruitment:
7.1 Right Not to Be Subject to Solely Automated Decisions
You have the right not to be subject to a decision based solely on automated processing that produces legal effects concerning you or similarly significantly affects you. We uphold this right by ensuring human involvement in all decisions that affect your candidacy.
7.2 Right to Human Intervention
If you believe a decision affecting your application may have been influenced by an automated process, you have the right to:
· Request human review of the decision
· Express your point of view
· Contest the decision
7.3 Right to an Explanation
You have the right to request meaningful information about the logic involved in any automated processing that affects you. We will explain, in clear terms:
· What AI tools were used in processing your application
· What factors the AI considered
· How the human recruiter reached their decision
7.4 Right to Access
You have the right to request a copy of the personal data we hold about you, including any data processed by AI systems.
7.5 Right to Rectification
If any information about you is inaccurate, you have the right to have it corrected. This is particularly important if you believe that AI tools may have incorrectly parsed or interpreted information from your CV.
7.6 Right to Object
You have the right to object to certain types of processing. If you have concerns about how AI is being used in relation to your application, please contact us.

8. FAIRNESS AND NON-DISCRIMINATION
We are committed to ensuring that our use of AI does not result in unlawful discrimination. We take the following steps:
· Bias testing: We require our AI vendors to test their systems for bias across protected characteristics including gender, age, race, disability, and other grounds protected under the Employment Equality Acts 1998-2015
· Diverse training data: We select AI tools that have been trained on diverse and representative data sets
· Regular audits: We conduct regular audits of AI-assisted outcomes to identify any discriminatory patterns
· Human judgment: Human recruiters are trained to identify and counteract potential algorithmic bias
If you believe you have experienced discrimination in our recruitment process, please contact us immediately using the details below.



9. DATA PROTECTION
All personal data processed through AI systems is handled in accordance with our Privacy Notice and the GDPR. Key principles include:
· Lawful basis: We process your data on the basis of legitimate interests (providing recruitment services) or, where applicable, your consent
· Data minimisation: We only process data that is necessary for the recruitment purpose
· Security: All AI systems we use employ appropriate technical and organisational security measures
· Retention: Data processed by AI systems is retained in accordance with our data retention policy and deleted when no longer necessary
· International transfers: Where AI tools involve transfers outside the EEA, appropriate safeguards are in place
10. TRANSPARENCY ABOUT SPECIFIC AI TOOLS
[Note to Members: List the specific AI tools you use and provide a brief, plain-language explanation of each. Examples below.]
We currently use the following AI-assisted tools:
	Tool/System
	Purpose
	Provider

	[Example: Bullhorn Automation]
	CV parsing and database management
	[Provider name]

	[Example: Candidate matching algorithm]
	Identifying potential matches for roles
	[Provider name/In-house]

	[Example: Chatbot]
	Answering candidate queries on our website
	[Provider name]



We do not use:
· AI-powered video interview analysis or emotion recognition
· Automated personality or psychometric assessments without human interpretation
· Social media scraping tools
· Any AI system that makes autonomous hiring or rejection decisions
11. EU AI ACT COMPLIANCE
The EU Artificial Intelligence Act classifies AI systems used in employment and recruitment as "high-risk." As a deployer of such systems, we are committed to:
· Using AI systems only for their intended purposes
· Ensuring meaningful human oversight of all high-risk AI applications
· Maintaining logs of AI system use as required by law
· Suspending or ceasing use of any AI system that presents risks to candidates' fundamental rights
· Cooperating with regulatory authorities and providing information when required
We keep our practices under continuous review to ensure ongoing compliance as the AI Act's provisions come into full effect.
12. CHANGES TO THIS POLICY
We may update this policy from time to time to reflect changes in our practices or legal requirements. The "Last Reviewed" date at the top of this policy indicates when it was most recently updated.
13. CONTACT US
If you have any questions about how we use AI in our recruitment processes, wish to exercise any of your rights, or have concerns about how your application has been handled, please contact:
[Contact Name/Role] [Agency Name] [Address] [Email] [Telephone]
You may also contact our Data Protection Officer at [DPO email] for data protection related queries.
If you are not satisfied with our response, you have the right to lodge a complaint with the Data Protection Commission:
Data Protection Commission 21 Fitzwilliam Square South Dublin 2 D02 RD28 www.dataprotection.ie
14. ACKNOWLEDGEMENT
This policy has been developed in accordance with guidance from the Employment and Recruitment Federation (ERF) and reflects our commitment to ethical, transparent, and legally compliant recruitment practices.
