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STAFF RECRUITMENT AND SELECTION POLICY

PURPOSE

The purpose of the Staff Recruitment and Selection Policy is to ensure that insert org name adopts a fair, transparent and effective approach to the recruitment of staff, in order to meet organisational needs and fulfil its mission. That the best available personnel are appointed to all positions at the Centre/House.
That all formal obligations that the Centre/House has to the relevant funding bodies regarding the employment of appropriately qualified recruits are met and verified.

SCOPE

Committee of Management (CoM), Manager/Coordinator.  This policy applies to all areas of the Centre/House operations.  

POLICY
This policy must be read in conjunction with the Recruitment Procedure. 

Insert org name Committee of Management (CoM) as the employing body of the Centre/House will work with the Manager/Coordinator in its commitment to attracting and recruiting the best possible candidates for available positions on the basis of merit, while fulfilling all legal requirements.

The Manager/Coordinator will ensure that the Recruitment Procedure is implemented, that all applicants are dealt with in a fair and equitable manner and appropriate checks (Police/WWC ect.) are undertaken.

The Manager/Coordinator will ensure the Recruitment Procedure is implemented, where there is an adverse finding, the Adverse Police/WWC Check Policy will be implemented.

Qualified people from the Centre/House existing staff and the local community are encouraged to apply for advertised positions, as are candidates who reflect the linguistic and cultural diversity of the community served by the Centre/House.
All recruitment and selection decisions and procedures will reflect the Centre/House commitment to equal opportunity by assessing all potential candidates according to their skills, knowledge, qualifications and capabilities.  For example, candidates may not be excluded on the basis of age, gender, marital status, sexual preference, race, religion, physical impairment or political opinions.

Where there are doubts as to the level, appropriate duties or pay scale relative to any position – the Manager/Coordinator and Payroll will follow the advice of Jobs Australia and/or most current Neighbourhood House and Adult Community Education Centre’s Collective Agreement 2016 Pay Table

Confidentiality will be strictly maintained for all applicants. Centre/House staff involved in the selection process must declare any relationship to the candidate as early as practicable. 

Staff and volunteers will be given training, continuous support and guidance with regards to recruitment and selection so they can effectively carry out their delegated duties.

All existing roles have current position descriptions which specify role requirements and selection criteria. 

Responsibilities

The Committee of Management will take responsibility for recruiting and selecting a new Manager/Coordinator when that position becomes vacant. In all other recruitment, the Committee delegates this responsibility to the Manager/Coordinator. 

Definitions

N/A
Relevant Legislation

Fair Work legislation, regulations and rules

Neighbourhood House and Adult Community Education Centre’s Collective Agreement 2016
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