
 

 

 
 

Appendix 1 – Process for 
Advertising Jobs 

 

 

 

 

Maintained by: Director of Academic Programme Development/ 
Academic Partnerships Office   

Owned by: Quality Assurance Committee on behalf of Senate  
Last updated: August 2015 
Last Reviewed: August 2016 
Next review date: August 2017 
Current Version: 1.2 
Location of Master 
Document:  

https://intra.brunel.ac.uk/s/QSO/Team/Partnerships 



Employer contacts PDC / PDC contacts 
employer re advertising a placement / PDC 

sources placement through web search

Role with this 
organisation has been 

advertised before

PDC checks advert and 
Feedback on Placement Form 

if student was placed at 
organisation

Y

Any issuesAdvertise job N InvestigateY

Issues are 
resolved Job not advertisedNY

PDC to check advert, 
organisation website and 
organisation details using 

checklist

N

Any issues N

Checklist to approve a organisation/advert

Advert meets all UK legislation (https://www.gov.uk/
employer-preventing-discrimination/what-
discrimination-is)
Organisation is registered on company house
Website is registered on https://who.is/
Check organisation details on FAME Database
If sourcing the job from a 3rd party website, then 
ensure that the site is a well reputed job 
advertisement site
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PDC contacts employer to 
clarify issues and if needed 
send employer guidelines

Y

If Issues are

Resolved

Not Resolved
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