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1 Introduction

1.1 How To Use This Guide

This guide has been developed to assist Swinburne University of Technology staff and Management involved in the recruitment and selection of new employees (excluding senior appointments and casual staff).

This guide has been developed to assist Swinburne University of Technology staff and Management involved in the recruitment and selection of new employees (excluding senior appointments and casual staff).

The guide is divided into 4 sections:

1.1.1 Introduction

Includes a brief introduction to the manual, a discussion of the key principles of recruitment and selection and a list of useful policies and procedures (and where to find them).

1.1.2 Appointment Process

Includes detailed information regarding the recruitment process.  It is divided into the following recruitment steps:
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1.1.3 Appointment Timeline

Includes a detailed timeline of recruitment processes and the roles of Schools/Divisions and Selection Committees.

1.1.4 Supporting Forms

Includes standard forms, sample interview questionnaires and a telephone reference check guide.  The navigational information required to access current forms are included.

1.2 Principles Of The Recruitment Process

It is of the utmost importance that employees involved in the recruitment and selection function understand the policies and key principles underlying the process.

The underpinning policies relevant to recruitment at Swinburne University are:

· Applicants will be recruited by competitive selection on merit.

· Swinburne is committed to the principles of equality of opportunity and the elimination of discrimination in employment practices in accordance with relevant legislation.  Swinburne will provide an inclusive work environment for all.

Key principles follow:




2 Appointment Process

The appointment process can be divided into 4 broad phases or steps:

1. Plan

2. Advertise

3. Select

4. Appoint

2.1 Plan

2.1.1 Deciding to Recruit

To determine whether there is a need to recruit, first take the opportunity to re-think your needs.  This is a good time to pose some questions about the current and future needs of the department and the best long-term solution.  It is also important to identify why you are recruiting.  Consider the following issues:

2.1.1.1 Why does the vacancy exist?

· Are you trying to cover someone who has left on parental leave or secondment or some other form of temporary absence?

· Are you replacing a permanent staff member who has left the position?

· Are you creating a new position?

2.1.1.2 Do I need to review the position?

· Is there a current and ongoing need for this position?

· Is there sufficient budget to accommodate filling of this vacancy?

· Do you already have the right supply and mix of skills in the School/Division?  If not, do the requirements of this position need to be reviewed to assist in achieving the right skill supply and mix?  

· Do you need to revise the Position Description?

· Is the current level and current time fraction appropriate?

· If a full time vacancy, is a full time replacement required?  If so, are there existing staff looking to increase hours through re-allocation of duties or move from their existing roles, who should initially be considered?

· Is it fixed-term or ongoing?  Do you need a casual in the interim?  If you are employing on a fixed-term basis, ensure that you adhere to EBA provisions.  Refer to HR for consultancy services.

· When do you need the appointee to start? (often this will be as soon as possible, however for a teaching academic role it may be most appropriate to recruit for commencement in the next semester).

2.1.1.3 What about existing staff?

· Have you succession planned for replacement?

· Does the vacancy create career development opportunities for existing staff?

· Are there existing employees currently on family leave or other leave that should be considered?

Once all these issues have been fully considered and the need to recruit is confirmed, advice should be sought from your Human Resources Consultant.

2.1.2 Writing A Position Description

Recruitment into an existing position will require as a minimum, review of the existing Position Description. 

2.1.2.1 Why use a Position Description?

· An accurate, current position description is the most useful tool to assist the School/Division, HRD, the Selection Committee and applicants gain an initial understanding of the role.

· The Position Description defines the Selection Criteria for the position.  Based on the Selection Criteria, potential candidates will make their application decision and Selection Committees will make selection decisions throughout the recruitment process.

· Position Descriptions provide Schools/Divisions with the first opportunity to communicate realistic job information to the appointee.

2.1.2.2 Generic Position Description Templates

Generic Position Description Templates are available on the Human Resources website at (yet to be developed)  

A Position Description Guidelines document is also available at  (yet to be developed)  

2.1.2.3 Quick Tips on Writing Position Descriptions

· Position Descriptions must not be written to suit a particular individual but should encompass the essential requirements of the position and work area.

· Where a position has supervisory or management responsibilities, it is essential that the Position Description contain a statement in relation to EEO & OHS.  A generic statement is listed in the "Guide to Writing Position Descriptions" and should appear under Principle Accountabilities.  The statement is as follows:

· “Responsible for ensuring implementation of all relevant university policies, in particular those relating to equal opportunity, occupational health & safety, staff development, and staff performance planning and review.” 

· Care must be taken to ensure selection criteria in a Position Description are not discriminatory and are inclusive of people with a disability 

2.2 Advertise

2.2.1 Do I need to advertise?

After finalising the Position Description (including job evaluation if required), you now need to determine the most appropriate recruitment strategy.  Part of this strategy is deciding on the most effective way of reaching the best quality pool of applicants, usually through advertising (internal and external).

2.2.1.1 Issues to consider:

· The Director of Human Resources may waive the need to advertise a position where a person has been occupying a position on fixed term contract for at least three years and it is determined that the position is of an on-going nature.  The occupant may be offered on-going employment without advertisement, subject to:

· The person having originally been appointed to the position through open competition, and

· The person wishes to be considered for the position, and

· The person meets the mandatory selection criteria, and

· There is a record of satisfactory performance in the position, and

· The University has an ongoing need for the position.
· Where a Head of Management Unit wishes to convert a current fixed term position into a continuing position, he/she may elect either of the following options:

· Advertise the position as an ongoing appointment upon expiry of a fixed-term position;

or
· Convert a current staff member on a fixed-term appointment to a continuing position. This may occur in cases where the staff member has been occupying a position on fixed term contract for at least three years and it is determined that the position is of an on-going nature.  The occupant may be offered on-going employment without advertisement, subject to:

· The person having originally been appointed to the position through open competition, and

· The person wishes to be considered for the position, and

· The person meets the mandatory selection criteria, and

· There is a record of satisfactory performance in the position, and

· The University has an ongoing need for the position.

· All positions HEW6 and below must be advertised internally first, and if there are no suitable candidates, only then can it be advertised externally.

2.2.2 Recruiting without Advertising

If you determine that you would like to recruit without advertising, a memorandum that all the requirements have been met needs to be signed by 2 levels of authority (i. The Head of the Management Unit to whom the position will directly report, and ii. the next level of management to whom the Head of the Management Unit reports) and submitted to the Director of Human Resources who will determine as to whether or not the position will be filled in this manner or duly advertised. 

2.2.3 Advertising Strategy and Process

2.2.3.1 Strategy

If you have established there is a need to advertise, you will need to determine the most appropriate advertising strategy.  You will need to consider the following:

· Has the vacancy resulted from a recent resignation and if so why did the incumbent exit?  If the answer is position related, should changes be made to position duties?

· Have similar positions recently been advertised attracting a pool of suitable applicants?  

· If so, can you source suitable applicants to fill the vacancy without advertising? (consult HR)

· If so, and a suitable pool of applicants was not achieved, a different advertising strategy should be adopted (consult with HR).

· Do you need to advertise in specialist journals?  If so, how often are they published (possibly monthly or quarterly) and what is the publication deadline?

2.2.3.2 Process

Once your strategy is determined, the following process is required for placing the advertisement:

· Send the completed Request to Advertise (A1) and Position Description to HR. The Position Description should also be sent electronically.

· For externally advertised positions, the approved documentation is to be received by the Human Resources Department by 5pm of the Monday preceding the Saturday on which the advertisement is to appear. Internally advertised position documentation should be forwarded to Human Resources by 5pm Thursday.
· For external positions requiring electronic screening, details of questions must be forwarded to HR electronically as per the above deadlines.
· Human Resources is responsible for placement of all advertising. 

· All advertisements will automatically be placed on the Human Resources website.

· Various local, metropolitan, national newspapers or electronic media can be used depending on the likely catchment area and the required distribution area for each vacancy (this should be determined as part of your advertising strategy).  

· The cost of advertising is borne by the Department/School in which a vacancy occurs.  Quotes on advertising costs will be provided to the Department/School for approval.

· Display advertisements must comply with the University’s corporate image (guidelines already held by Swinburne’s approved Advertising Agency), while line advertisements must clearly identify the University as the employer.

· Where overseas advertisement is considered necessary, the advertisement must state that appointment to the University is subject to the current Federal Immigration Laws.  This requirement also applies to advertisements placed in specialist journals that have international circulation (NB these publications may only issue monthly or quarterly, and therefore you may need to extend the advertising period).

· Approval of the content of all advertisements rests with the Director, Human Resources.

2.3 Select

This is a critical part of the process and has five (5) of defined stages which should also be planned:

1. Selection Committee Composition

2. Shortlisting

3. Selection Techniques and Methods

4. Interview

5. Reference Checking

2.3.1 Selection Committee Composition

The Chair of the Selection Committee should be nominated at the commencement of the selection process (generally early in Week 2, see Section C) and would normally be the relevant Supervisor or Manager in the work area.  The remaining members of the Committee should be nominated by the Chair of the Selection Committee, and should comprise:

2.3.1.1 Academic staff vacancies 

One member from within the School at or above the level of the vacancy.  One member from outside the School – this person may be external to the University if appropriate.

2.3.1.2 General staff vacancies

One member from within the Unit/ Department at or above the level of the vacancy.  One member from outside the Unit/ Department – this person may be external to the University if appropriate.

For positions < HEW8, 2 to 3 people on the selection committee should be sufficient

For positions > HEW8, 3 people on the selection committee should be sufficient

2.3.1.3 Quick Tips

· Provide gender balance.

· All panel members should be aware of EEO principles and have participated in Selection Interviewing Training 

· When nominating members of the Committee, check diaries and set date for short listing and interviewing applicants.  Book venues at this time.

· Ensure the interview venue is sound proof, of suitable size, can be visually blocked from view (e.g. blinds on windows leading to work area/waiting area for other candidates), telephones are called forward or switched off, furniture is appropriately organised etc.  Water should be provided for applicants and panel members.

· Where a conflict of interest arises as a result of personal or other reasons then the panel member concerned should discuss the circumstances with the Chair of the Committee.   The Chair may decide to replace that member.

2.3.2 How To Shortlist

When all applications have been received, the next step is to lawfully discriminate amongst applicants.  This process is known as culling or shortlisting.

Shortlisting requires the Selection Committee to review the PD and identify essential and desirable selection criteria.  Applications should then be ranked against the selection criteria.  Prior to culling, it is useful to weight the selection criteria in terms of importance, to maintain a consistent, unbiased approach to shortlisting.  Remember, if possible limit your short list to a maximum of four (4) candidates.

Essential criteria are those that are essential to the performance of the job.  Establishing essential criteria provides a common standard against which all applicants can be measured.  This also minimises the possibility of an irrelevant attribute, such as a person’s age or gender being taken into account.  Essential criteria should be checked to ensure they are related to the job, not subject to personal interpretation, clear in describing what is required and must be observable and measurable.

Desirable criteria are those that would generally assist the applicant in performing the job, but are not essential for its performance.  Someone who does not possess desirable criteria could do the job adequately, however, applicants that meet both the essential and the desirable criteria are more likely to be short listed for interview.  Desirable criteria may include attributes that an applicant attains during their course of employment e.g. specific knowledge about how the University works.

A simple chart, such as the one following, is useful in the short-listing process.
	Selection 
	Essential/ 
	Names of Applicants

	Criteria
	Desirable
	Brown
	Green
	Blue
	White
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After weighting the Selection Criteria (Essential and Desirable) a tick should be placed against each Selection Criteria that the applicant meets.  This is a useful, practical and transparent way of identifying the most suitable candidates. (Compton R.L. & Nankervis A.R., Effective Recruitment and Selection Practices (2nd Edition), CCH Australia Limited, 1998).

This will enable you to divide applications into the following categories:

· Meets all Selection Criteria (i.e. meets 100% of essential selection criteria and 100% of the desirable selection criteria)

· Meets most Selection Criteria (i.e. meets 100% of essential selection criteria and 50% or more of the desirable selection criteria)

· Meets some of the Selection Criteria (i.e. meets 50% or more of the essential selection criteria and 50% or more of the desirable selection criteria)

· Does not meet Selection Criteria (i.e. meets less than 50% of the essential selection criteria, regardless of desirable selection criteria)

Assistance Required?

Human Resources can assist in shortlisting applications based on the above criteria, subject to staff availability.  

2.3.3 Selection Techniques and Methods

Most selection processes follow the standard model of short-listing applications, conducting an interview using behavioural interview techniques and reference checking.  There are a number of additional options available, which are usually conducted prior to interview, to assist in the selection process.  They are not selection processes in themselves but will provide additional information to assist Selection Committees identify the most suitable applicant.

Before deciding which (if any) additional options you would like to use, you must ensure they are specifically relevant to the position as detailed in the Position Description.  Some examples are:

2.3.3.1 Presentations

Academic candidates may be requested to do a presentation or guest lecture to staff of the School as part of the selection process, or may be asked to undergo a range of other more informal processes such as meeting staff of the School or Campus tours.  These special arrangements are organised by the School and/or the Selection Committee.  

A presentation would also be relevant for general staff appointments to positions that require public speaking or delivery of group presentations as part of the essential Selection Criteria.

2.3.3.2 Case Study/Pre interview questionnaire

You may wish to ask applicants to complete a case study or pre interview questionnaire, prior to interview.  This can assist in testing their personal approach to a particular workplace situation (e.g. dealing with conflict, customer contact skills, team work, etc) in addition to testing their written communication skills and written presentation skills.  You may wish to test PC skills by asking them to provide examples of the most complex spreadsheets they have designed if use of Excel is essential to the role.

2.3.3.3 Aptitude and Psychological Tests

HR can arrange suitable “Assessment Centres”.  This service provides valuable information to the Committee on the “fit” of the person to the position.  Applicants are asked to complete an Occupational Personality Questionnaire to assist assessment of their thinking style, their role in a group setting, dealing with stress, communication skills, etc.  Please allow sufficient time to book the testing and for the applicants to undertake the testing.

A number of skills tests exist such as word processing, PC skills, literacy, numeracy and customer contact skills.  Such tests are not widely used across the University however HR can assist if you wish to develop/use them.

The key to both aptitude and psychological testing is clearly understanding and articulating the specific skills you wish to test, and why they are essential to the vacancy.  Confidentiality of test results is also paramount and is assured to all applicants.
2.3.4 The Interview

The interview is designed to enable the Selection Committee to seek further elaboration on an applicant’s claims and to assess likely “fit” in the work area.  It is also designed to enable the applicant to obtain a realistic job preview, which may result in the applicant either continuing or withdrawing their application.
2.3.4.1 Type of Interview

The structure and format of the interview should be determined well in advance.  Generally a patterned, panel interview is recommended.

Panel Interview:

Interviews are conducted by all members of the Selection Committee, and questions should be allocated to panel members in advance, to ensure a smooth process and allow each panel member to observe and question the applicant.

Advantages of panel interviews are that an impartial view of applicants is obtained, applicants can be closely observed during interview and one panel member may notice or think of something missed by others.  Panels can assist negate personal bias, stereotyping and any preconceived ideas about who the successful applicant should be.  Many individuals feel comfortable around those who appeal to them personally in look, manner or speech pattern.  Selection Committee composition should value diversity rather than familiarity.  A disadvantage can be that should panels become too large, applicants can become confused during the interview.  A panel of no more than three (3) is recommended for non-academic appointments.

2.3.4.2 Patterned Questionnaire:

The use of Patterned or Structured Interview Questionnaires is recommended, as they provide Selection Committees with the position specific, consistent questions based on the Selection Criteria.  The same questions are used for all applicants interviewed, enabling easy comparison of candidates at the end of the process.  Just as in the short-listing process, the candidate’s performance can be ranked against Selection Criteria at the end of each interview.  Results from structured interviews are generally more reliable, due to the disciplined, consistent approach adopted for all interviewed candidates.

Open-ended questions should be utilised to ensure the candidate does most of the talking (your aim is for the candidate to speak for approximately 80% of the time) which will then enable you to probe any issues.  In addition, questions should be couched to ask applicants to provide real life examples of their behaviours in the workplace (this is further covered under Interview Structure).

2.3.4.3 Environment

The physical environment in which the interview is conducted is as important as the interview questions themselves.  Remember, as the Selection Committee you need all applicants to perform at the highest possible standard.  The environment therefore must be free of distractions.

Some useful tips follow:

· Ensure the interview is accessible to all interviewees, including those with a disability.

· If you choose a small, poorly ventilated room, you will find that you personally become distracted through being uncomfortable.

· Poor conditions can disadvantage you in relation to making an accurate judgement of the applicants’ claims, which in turn is disadvantageous to the applicant.

· All applicants need to be assured that their attendance and responses remain confidential to the Selection Committee.
· Make sure that the room is sound proof, particularly if the next applicant is waiting outside.

· If the panel is large it is often handy to provide some name cards for the table.

· Ensure the environment is comfortable

· A fresh glass of water should be provided for the applicant and panel members

· The room should be set up in a non-threatening way (usually a round table discussion).

· Allow sufficient time to conduct each interview (approximately 45 minutes per interview is recommended, which includes a 10 minute break/buffer between interviews).
2.3.4.4 Equity and Equal Employment Considerations

The responsibility for applying EEO policies and principles rests with all employees involved in the recruitment process.  Throughout this guide you will note that EEO principles are integrated through every step of the process.  If you apply the principles set out in this guide you will provide every applicant with the same opportunity to prove their suitability for the position.

During the interview the Selection Committee meets the applicant for the first time and has the opportunity to ask questions to continue their pursuit of identifying the candidate who best fits the position.

2.3.4.5 Quick Tips

Committee members should ensure that applicants with a disability are accommodated and that applicants are considered on the basis of merit and the ability to do the job.  

Applicants with vision impairment should be told where the seat is and offered assistance (allow them to take your elbow while explaining where to move).  The layout of the room should also be explained.

Selection Committees must ensure that questions are relevant to the Selection Criteria only.  

A number of discrimination cases have resulted from blatantly discriminatory questions asked at the interview, including sexually suggestive and intrusive questions.  Sample discriminatory and non-discriminatory questions are provided below:

The following questions are clearly discriminatory:

· How do you think you will manage the duties associated with this job together with responsibility for a small child?

· Do you have plans to start a family in the near future?

· In view of your family commitments, how will you get to work on our Melbourne campus if you need to?

Alternative, non- discriminatory questions are:

· This position requires supervision of students from 9am-5pm, Monday-Friday. Are you able to meet these requirements?

· This position entails occasional fieldwork on weekends, would you be available to do this?

· Travel between campuses is involved in this job, are you willing to travel as required?

2.3.5 Interview Structure

2.3.5.1 Introduction

Welcome the applicant and try to create a relaxed atmosphere with a few friendly words.  Thank them for their attendance and introduce them to all panel members.  Advise the applicant of the format of the interview, including approximately how long it will take, your use of a structured questionnaire, advise that you will all be asking questions and will also be taking notes throughout the interview.  

The Chair needs to establish and maintain control to ensure there is time for all questions to be covered and that interviews run to schedule.

Look to relax the applicant.  A good opening statement might be, “Before we discuss the position in detail, could tell us a little about yourself, including a brief overview about your recent work experience and abilities”.

2.3.5.2 Provide a realistic job preview
You then need to establish a common understanding of what the position entails.  You may wish to ask the applicant to outline their understanding of the position.  They may look to clarify aspects at this time.  You need to clarify any issues, provide a more detailed description of the position, including the positives and the negatives.  A realistic job preview is the key here because if the applicant is not prepared to deal with some aspects of the role, it is better to allow them to deselect now rather than after appointment.

2.3.5.3 The Questions (a two way exchange of information)

Specific, open-ended questions should be used, to create discussion of the applicant’s previous behaviour in the workplace.  Issues covered should be tailored to the specific position and cover technical skills, personal approach and attitudes in the workplace.  Questions should be couched to explore a variety of relevant issues such as:

	· Communication skills
· Leadership skills
· Innovation/creativity
· Initiative
· Client service skills
· Conflict resolution & negotiation skills
· Teamwork
· Previous reporting lines

· Autonomy / self-motivation

· Dealing with change
	· Career aspirations
· Ability to cope with competing demands
· Strategic thinking
· Self expression / oral communication
· Problem-solving / decision-making
· Teaching skills
· PC skills

· Knowledge of current issues impacting on the industry


Applicants should be asked to give examples from their experience, and then probed for further information if required.  You are looking for real examples of the applicant’s behaviour in the workplace, as this is the behaviour you will experience if you hire them.  

For example:

1.  Have you ever been in a situation at work where you’ve identified a practice or procedure that was not quite right?  (Could be inefficient, untidy, unsafe, bureaucratic etc.).

What did you do about the situation?

(Interviewer should look for examples of person rectifying without procrastination, taking initiative, recognizing opportunities and taking advantage of them etc)

OR

2.  Tell me about a proposal or idea that has been actioned primarily due to your own efforts.

(Interviewer should look for examples of person making things happen, getting things done, implementing programs)

Sample interview questionnaires for academic and general staff are still to be developed.

Keep notes on your copy of the Interview Questionnaire for review at the end of the interview.  All panel members should keep notes on their observations of the applicants.

2.3.5.4 Closing the Interview

The Chair should indicate to the applicant and other interviewers when the interview is coming to a close.

Give the applicant an opportunity to ask questions and advise them of the process from here and advise when a decision is likely to be made and conveyed.  Remember, you will need to allow yourself enough time to contact referees, obtain approval for appointment and obtain a decision from the successful candidate.  You need to allow at least one week after acceptance of offer by the preferred candidate for written advice to be sent to unsuccessful candidates.

At the end of each interview, you need to review your comments and discuss your observations with other panel members.  It is also useful to rate them at this stage against the selection criteria, to enable easy comparison at the end of the process.

2.3.5.5 Summary of Interview Results
Interview results should be summarised in a Selection Interview Record (refer section 4), at the conclusion of each interview, against the essential selection criteria for the position.

You may wish to consider:

· Will this applicant fit in as part of the existing team?

· Is this person likely to provide a high level of service to your clients?

· Communication skills. 

· Does this applicant have the level of skills/experience required to step into the role. If some training is needed in a certain area is there someone with the skills to do this training?   If not then how will you deal with this gap? 

· Factor in the requirements for on the job learning, to what extent is this feasible?

· Will the applicant be committed to continuous improvement and updating their skills?

Common Pitfalls for interviewers follow:

· First Impression.  Where the first impression made by the applicant biases Selection Committee members, either for or against the applicant.  Having more than one person conducting the interview and using a structured, consistent recruitment process for all applicants reduces the potential for this bias.

· Halo effect.  Where a panel member is so impressed by one attribute of an applicant that he or she would attribute positive qualities for all other criteria regardless of the evidence.  The requirement for panel members to record notes throughout the interview can alleviate this bias.

· Leniency or strictness.  Some panel members may consistently judge applicants either too leniently or too strictly.  Having more than one person conducting the interview and using a structured, consistent recruitment process for all applicants reduces the potential for this bias.

· Primacy or recency.  There may be a tendency amongst panel members to recall the first and the last few applicants only.  Those in the middle can be all but forgotten.  Written notes of each interview and completion of the Selection Interview Record (see Section D) after each interview will assist avoid this bias.

· Outsiders.  Persons who are not commonly seen in some environments (e.g. women, people with disabilities, older persons) are seen and described in less favourable terms than are used for those in the majority.  Having panel members from diverse backgrounds can minimise this problem.

2.3.6 Reference Checking

This is a key step in selecting the best candidate.
An applicant who appears outstanding at interview may have poor support from referees.

It is very important to ensure that reference checking is undertaken to confirm the Selection Committee’s views following interview and/or fill any gaps the Committee has identified.  The Chair of the Selection Committee usually conducts reference checks.  It is important that the person conducting the reference check is actually present at the interview to ensure any gaps at interview are explored.  Remember, the interview itself is only one part of the process and must be considered together with other evidence of suitability (e.g. aptitude tests, completion of case study, reference check, quality of initial application, etc).

2.3.6.1 Written References
Requesting submission of written references prior to interview is not recommended for non-senior appointments.  Problems with referees providing written references are common, often due to the limited time available prior to interview (generally one (1) week’s notice is provided to applicants for interview).  In addition, collecting references prior to interview can reduce the opportunity to reapproach the referee post interview.  

2.3.6.2 Telephone Reference Checks
Telephone reference checks (minimum of two) immediately following interview are essential.  Questions to referees should be based on the Selection Criteria.  It is important to be informed about the professional relationship between the interviewee and the referee.  A structured approach is important and will provide the best result.  Referees may not be prepared to document an applicant’s shortcomings but may be prepared to discuss them. 

Again, discriminatory questions must not be asked.  Questions asked of referees and previous employers are subject to the same legal constraints of those asked of the applicant. 

In addition, a referee may be used to seek further information on an applicant’s abilities against particular criteria that may has not been fully clarified at interview.

Applicants may specify that they wish to be contacted prior to any reference checking.  This might occur if their current employer or referee is unaware that the applicant is looking for alternate work.  It is important to respect the applicant’s wishes in these cases and to contact the applicant, thus allowing them time to inform their referees.

A sample Reference Check Guide Sheet – to be developed.
2.4 Appoint
When you are ready to make a recommendation there are four (4) stages of the appointment process:

Making the Decision

Approval of Appointment

Feedback to unsuccessful applicants

Induction Planning
2.4.1 Making The Decision

After completion of all selection stages, it is time to make a decision on the most suitable candidate.

To reach a quality decision, the Selection Committee needs to:

a) review all information gathered on interviewed applicants: 

Applications

Pre Interview information (e.g. presentation, case study, questionnaire, aptitude tests, psychological tests etc)

Summary of Interview Results

Reference Checks

b) The top three applicants should be identified and ranked, for potential job offer.

c) If all the Committee members are unable to agree on an applicant to be recommended, the Chair usually has the deciding vote.  If a Committee member strongly disagrees with the decision, the Head of the Management Unit should be notified.

2.4.2 Discussion with Preferred Candidate

The Chair of the Selection Committee should now telephone the preferred candidate to negotiate the proposed terms and conditions of employment, prior to a formal offer being made.  

Note approval of appointment rests with the Head of the Management Unit and not the Chair of the Selection Committee.  

This discussion should include the date on which the candidate would be available to start should they be offered the position (N.B. proposed date may be subject to immigration requirements) and salary expectations.  Under exceptional circumstance, and with the approval of the Head of Management Unit, a candidate may be offered an above award salary which is commensurate with their previous salary and level of experience.

Queries on other conditions such as probation, superannuation, recognition of prior service and salary packaging should be directed to HR.

Once you are satisfied with proposed agreed outcomes, formal approval of appointment must be sought. 

2.4.3 Approval of Appointment

The decision to appoint (subject to approval of salary matching) rests with the Head of Management Unit.  The Selection Committee Chair completes the Request to Appoint form (A2), which must be authorised by the Head of Management Unit. 

The following must be returned to HR:

· Completed Request to Appoint (A2)

· All interview folders 

2.4.4 Other Issues for consideration

If the nominee is not an Australian resident, please liaise with your HR Consultant in relation to immigration issues (N.B. Immigration requirements can result in significant delays in commencement of employment – delays of three (3) months or longer).

If the nominee is appointed to a full time position for a duration greater than 3 years and resides outside Melbourne, assistance as per the Travel, Removal, Resettlement Expenses on Appointment Policy is available.

2.4.5 Probation

The following probationary periods for new staff, depending on applicable classification will be up to:

3 months - HEW 1 to 6

6 months - HEW 7 to 10

12 months – all academic positions 

2.4.6 Letter of Offer

Once all issues have been clarified and approved, a formal letter of offer will be prepared.  The Chair of the Selection Committee should telephone the successful candidate, and obtain a verbal acceptance.  The letter of offer will be provided to the candidate as soon as possible upon receipt of approved Request to Appoint (A2) by HR.
2.4.7 Feedback To Unsuccessful Candidates

Once the completed Appointment Recommendation Authority has been received by Personnel Services, we will notify, in writing, all applicants who are assessed as unsuitable or unsuccessful.  

Applicants may however seek feedback direct from the Selection Committee.

2.4.8 Quick Tips

· Feedback should always be objective, honest and directly related to the Selection Criteria.

· Chairs should attempt to focus on the positive aspects of an applicant’s application and provide constructive feedback as to how the applicant could improve.  Feedback should be based on the combined view of the Selection Committee and is aimed at assisting an applicant in successive applications or interviews.

· Highly rated applicants should be encouraged to apply for future vacancies at Swinburne University.

· Do not advise applicants that they are over qualified for the position or make statements about unsuitable personality traits.

· You may wish to personally contact those you interviewed, but to avoid potential problems, you will also need to write to all unsuccessful applicants.

· It is recommended that the Selection Committee Chair advises unsuccessful candidates employed within your area. This provides an opportunity to provide feedback and address concerns before the new applicant commences.

· Interviewed candidates may be ranked.  If you rank a candidate second or third, you should not contact these applicants at this stage, in case the recommended candidate/s reject the offer.

· If you have advised applicants that they will be notified in a particular timeframe, please keep to this timeline or advise applicants of the process, it is important to let them know they are still being considered.

· Applicants may seek feedback from the Committee Chair.  Chairs should keep short-listing and interview notes in order to provide accurate and useful feedback to applicants who request feedback.  This may include either successful or unsuccessful applicants.

· Avoid arguments about the Committee’s final decision and insist on keeping the discussion focussed on the individual’s application and / or performance only.

· Do not give personal details about the successful candidate.

· Information about other applicants must not be discussed.

· If the applicant is not prepared to discuss their feedback in a rational manner, you may prefer to contact them at a later stage, or ask them to contact you when they are prepared to discuss the matter calmly.

2.4.9 Induction Planning

The School/Division must ensure that internal induction processes are in place for the commencement of your new staff member.   Initial induction is an integral part of ensuring the successful candidate readily assimilates into the new work environment/culture.

2.4.10 Quick Tips

Who will meet /greet/introduce the new staff member on their first day?

 Who will mentor/supervise new appointee on a day-to-day basis?

Who will discuss and set objectives and probation processes?

Where will the applicant sit?

What equipment is required?

Is there already a telephone available for the applicant?

Human Resources will send a New Starter Checklist to each new employee. This must be completed by the employee with their manager and forwarded to HR after their first 2 weeks.

Appointment Timeline

This section provides you with an overview of the steps involved in recruitment planning, advertising, selecting and appointing.  The overview is followed by a detailed weekly timeline, including responsibilities of the School or Division, the Selection Committee and HR in each step of the process.

2.5 Recruitment Steps Overview



3 Supporting Forms

	No.
	Form Name
	Where to obtain current version:

	1
	Request to Advertise (A1)
	http://www.swin.edu.au/corporate/hr/f_forms.htm

	2
	Request to Appoint (A2)
	http://www.swin.edu.au/corporate/hr/f_forms.htm

	3
	Position Description Pro Forma

	To be completed

	4
	Reference Check Guide
	To be completed

	5
	Selection Committee Membership/ Interview Details Form
	To be completed

	6
	Selection Interview Questionnaire Academic- Example
	To be completed

	7
	Selection Interview Questionnaire General- Example
	To be completed

	8
	Selection Interview Record- Academic
	To be completed

	9
	Selection Interview Record- General
	To be completed


Appendices

Additional References

We are obliged to operate within the terms and conditions of the applicable certified agreement, University policy and we must comply with all provisions of relevant legislation (e.g. Workplace Relations Act 1998 and Equal Employment Opportunity Act Vic 1995).

A ready reference of relevant Swinburne Uni Policies is provided below:

· Appointments Policy

· Equal Employment Opportunity (EEO)

· Employee Records Policy

· Privacy Policy

Negotiate proposed employment conditions


Approve Appointment


Send Letter of Offer to candidate


Receive acceptance of offer


Provide feedback to unsuccessful candidates


Prepare induction





Establish Selection Committee


Process applications


Shortlist


Complete Aptitude/Psychological testing


Consider applicant presentations


Interview


Check references


Select best candidate





Confirm need to advertise


Devise advertising strategy


Prepare recruitment documentation


Prepare advertisement


Place advertisement with media provider





Decide to recruit


Liaise with HR


Write/Review Position Description








Key Principles of the Recruitment & Selection Process





Selection Committees are expected to follow a formal structure when conducting recruitment and selection exercises and this will ensure the process is transparent. These principles are designed to minimise the potential for dissatisfaction, reduce the likelihood of criticism of the process and ensure that all applicants are comfortable with the selection decisions.





Selection must be made on the basis of merit and without discrimination.





The process must be open to scrutiny.





The process must be objective.





The process must be equitable.





Confidentiality of applicants must be maintained at all times.





Plan:





Advertise:





Select:





Appoint:





Equity and Equal Opportunity (EEO) Principles of Recruitment


The following guidelines have been provided to assist your understanding of key EEO principles pertinent to recruitment. EEO in recruitment is a key factor in recruiting the best person for the job.  Discriminatory practices in recruitment are often based on stereotypical ideas about who is the best person for the job.  Once these stereotypes are removed, the pool of appropriately skilled employees available is greatly widened.


Discrimination in employment


Discrimination can happen throughout the recruitment and selection procedure, advertising, conducting interviews, short-listing and selecting employees for promotion.


Discrimination is unlawful if it is based on one of the prescribed grounds set out in the Federal and State laws. Grounds for discrimination include: Age, Disability/Impairment, Carer Status, Industrial Activity, Marital Status, Parental Status, Physical Features, Political Belief or Activity, Pregnancy or Potential Pregnancy, Race, Colour, Nationality, Ethnic or National Origin, Religious Belief or Activity, Gender, Sexual Orientation/Lawful Sexual Activity, Sexual Harassment, Personal association with a person who is identified by reference to any of the above attributes.


Unlawful discrimination can be direct or indirect:


Direct Discrimination is any action that specifically excludes a person, or a group of people, from a benefit or opportunity, or significantly reduces their chances of obtaining it because a personal characteristic, irrelevant to the situation, is applied as a barrier.


E.g. In 1978, Ansett Airlines refused to offer a woman employment as a trainee pilot because of the possibility that she might become pregnant in the future.  This was held to be discriminatory on the grounds of gender.


Indirect Discrimination occurs when a seemingly harmless policy, rule or practice has a discriminatory effect against a group of people who share a common attribute, eg. women, people of a certain race, older people, etc.


E.g. Indirect discrimination in recruitment could result from a requirement in a job advertisement that applicants have five years’ experience. This requirement is likely to have an adverse impact on younger workers who will not have accumulated the required number of years’ experience.  The five-year requirement will be indirect discrimination if it can be shown that it is unreasonable in the circumstances.


Exceptions to unlawful discrimination:


Employment of juniors under 21 years (junior rates available in operations areas);


Some jobs may require that the employee be of certain sex, age, race, etc.  Examples include dramatic performances, jobs that involve the fitting of under-garments, and jobs that require special knowledge of a culture, e.g. Aboriginal welfare officer


Where the applicant, because of her/his disability, is unable to perform the inherent requirements of the job.


Medical examinations: Information gained from a medical examination should only be used in the decision making process if it relates to the applicant’s ability to perform the inherent requirements of the job  (For policy as to when a Medical Examination is required refer )


Where a job applicant with a disability requires special services or facilities in order to do the job and to provide those special services and facilities would impose unjustifiable hardship on the employer.


Reasonable adjustment: While the employer is not expected to suffer unjustifiable hardship to accommodate an employee with a disability the employer is obliged to make a reasonable adjustment to accommodate an employee with a disability.  A reasonable adjustment to accommodate an employee with a hearing disability would be to provide an amplifier attachment to his or her phone.


Certain acts of positive discrimination.  For example, an employer is allowed to introduce affirmative action programs aimed at improving the position women or people of certain races who may be in a disadvantaged position.


For further information/assistance please contact the Human Resources Department on (insert number).








Week Seven (7)





Weeks Two (2)- Seven (7)  


(Refer detailed timeline for week by week requirements)





Week Two (2)





Week One (1)





APPOINT





Negotiate proposed employment conditions


Approve Appointment


Send Letter of Offer to candidate


Receive Acceptance of offer


Provide feedback to unsuccessful candidates


Prepare Induction





Establish Selection Committee


Process applications


Shortlist


Complete Aptitude/Psychological test


Consider Applicant presentations


Interview


Check References


Select best candidate








SELECT





Confirm need to Advertise


Devise advertising strategy


Prepare recruitment documentation


Prepare Advertisement


Place Advertisement with Media Provider





ADVERTISE





Decide to recruit


Liaise with HRSD


Review Position Description








PLAN








