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Canberra Health Services
Policy
Recruitment
	Policy Statement



The way we undertake recruitment is critical to our success as an organisation. It is important that any recruitment activity in Canberra Health Services (CHS) complies with this policy and associated procedures to ensure consistency in our approach, quality decision-making and the employment of skilled employees. 

This policy draws on and is consistent with the ACT Public Service Recruitment Guidelines: A Better Practice Guide and associated Guidance Tools. CHS employees undertaking a recruitment process should familiarise themselves with these documents.

Recruitment processes in CHS must follow the principles and procedures detailed in the Enterprise Agreements, Public Sector Management Act(1994) (PSM Act) and the Public Sector Management Standards 2016, together with relevant CHS procedures. 

For all queries in relation to recruitment, contact Recruitment Services on 62071450 or email CHSR@act.gov.au. CHS selection forms can be found at the Recruitment Services intranet page.

	Purpose



The aim of this policy is to ensure well-structured recruitment processes within CHS that attract and select high quality individuals. A well-run recruitment process reflects positively on CHS and the ACT Public Service as a whole, and will ensure selection of the right person for the job at the right time.  

	Scope



This policy includes recruitment activity for all positions in CHS.

	Recruitment principles



This policy draws on and is consistent with the ACT Public Service Recruitment Guidelines: A Better Practice Guide and associated Guidance Tools. CHS employees undertaking a recruitment process should familiarise themselves with these documents.

Recruitment processes in CHS must follow the principles and procedures detailed in the Enterprise Agreements, Public Sector Management Act(1994) (PSM Act) and the Public Sector Management Standards 2016, together with relevant CHS procedures. 

For all queries in relation to recruitment, contact Recruitment Services on 62071450 or email CHSR@act.gov.au. CHS selection forms can be found at the Recruitment Services intranet page.

The fundamental principles that must govern all recruitment activity are: merit; fairness; efficiency and transparency; equity and diversity; reasonable adjustment; and confidentiality.

Merit
Application of the merit principle requires that CHS is an equitable employer and employs a person in a job who is best able to do the job in all the circumstances.  This principle may include the following: 
1. Job vacancies are publicised so that there is a reasonable opportunity for members of the community to apply; 
2. Selection is fair and objective at each stage of the process; 
3. Those appointed have the necessary qualifications, skills and competencies required for the position; and
4. The best applicant is chosen for the job, taking into account potential for development. 

Fairness
Each applicant has a right to a fair and unbiased consideration of their application. Treating everyone the same, however, does not necessarily make a process fair.  The selection process may need to account for an individual’s circumstances to give them an equal chance to present their case.  Participants in the recruitment process should ensure that they take all reasonable steps to avoid a conflict of interest.

Efficiency and transparency
All elements of the recruitment process should be carried out in a timely manner and be supported by transparent procedures and processes. The benchmark for completing a selection process within the ACTPS, from the time a vacancy is advertised through to the date that the written letter of offer of employment is sent from Shared Services to the successful applicant, is 40 working days. However efficiency should not compromise consistent, appropriate and merit-based recruitment.

Equity and diversity
Equity and diversity in recruitment ensures that all applicants have equal opportunity to compete for positions, and are not denied employment because of discrimination on the grounds of any of the attributes (such as race, sex, sexual preference, marital status, pregnancy, age or physical or mental disability) under the Discrimination Act 1991. Recruitment processes may be modified in certain cases to ensure that discrimination does not occur.

A fair and transparent recruitment process allows applicants to equally compete for positions.  In this sense, equity does not mean all applicants are treated the same, but rather, that there is fair opportunity for all.  Diversity is about recognising the value of individual differences and integrating these into an inclusive workplace environment. 

Reasonable adjustment
The principles of reasonable adjustment must be applied to all stages of the recruitment and selection process to ensure that all applicants have the opportunity to compete for the position equally and fairly.  Reasonable adjustment may include a change to a process, practice or procedure to enable an individual with a disability or injury to compete for a position in a way that minimises the impact of their disability or injury. 

It is the responsibility of the selection committee to ask applicants if any reasonable adjustments are required to enable them to participate equally in the recruitment process.  It is better practice to ask this of all applicants when inviting them to an interview or assessment process, regardless of whether they have indicated that special requirements are required on their application form. 

Confidentiality
CHS employees are bound by various legal obligations including Section 9 of the PSM Act and the Information Privacy Act 2014 to preserve the confidentiality of information available to them as a result of their duties. As such, any CHS employee involved in a recruitment process must understand their responsibilities to maintain confidential information.  Where a breach of confidentiality occurs, the recruitment process can be compromised and in extreme cases may negate the whole recruitment process.

	Roles & Responsibilities
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Executives and line managers are responsible for:
· Ensuring that recruitment processes are appropriate for the recruitment needed;
· Ensuring this policy and the CHS Recruitment Procedure are both followed in the recruitment process; 
· Encouraging procedures that support the appointment of permanent and ongoing employees, and using temporary or casual employment arrangements only where there is a clear need or business case; and
· Notifying the People and Culture Division (People & Culture) if a Joint Selection Committee (JSC) process is to be used, to ensure that the correct procedures are followed; and
· Seeking advice from People & Culture when there is uncertainty about what are the appropriate recruitment procedures.

Delegates for recruitment action must:
· Ensure they hold the delegated authority to approve a recommendation from a Selection Advisory Committee (SAC) or JSC;
· Be satisfied that the principles listed in the policy statement above have been met, and that the recruitment has been conducted in accordance with the relevant standards and employment agreements;
· Be at least one classification above the SAC or JSC Chair and not a member of the SAC/JSC; and
· Make a decision on any conflict of interest matter which is reported to them.

Chairs of SACs and JSCs must ensure that:
· They have successfully completed CHS staff selection training in the previous three years; 
· The selection committee process is free from bias or discrimination; 
· The selection documentation is complete and thorough; 
· All selection committee members have completed a conflict of interest declaration; 
· They are familiar with the procedures governing the selection process and that the conduct of the selection committee complies with this policy and associated procedures; 
· [bookmark: _Hlk51148357]Referees nominated by the applicant include a recent supervisor, and if they do not, inform the applicant that this may have a negative impact on the assessment of their application; and 
· The selection committee members are familiar with this policy and associated procedures.  

Selection committee members:
· Are strongly encouraged to complete CHS staff selection training; 
· Must be familiar with this policy and associated procedures and comply with them; 
· Must complete a conflict of interest declaration for inclusion in the selection report; and
· Must hold a higher or equivalent classification level to the position, unless in special circumstances as nominated by the Executive Group Manager (EGM), People and Culture. 

Executive Director(ED)/Executive Group Manager(EGM) responsibilities include:
· Deciding as to whether an offer of employment to the selection committee’s preferred candidate should be withdrawn, in circumstances where there are restrictions and/or ongoing matters of concern relating to the preferred candidate’s registration and/or ability to undertake the duties of the position.

People & Culture is responsible for:
· Implementing this policy;
· Advising managers and staff of the application of the policy; 
· Advising staff of the details of the policy and associated procedures as they relate to them;
· Where requested, and if resources and operational considerations allow, nominating an officer from People & Culture with the relevant skills and experience to sit on a selection committee;
· Ensuring that all pre-employment checks have been completed prior to commencement; and
· Reviewing police checks to determine whether the individual is deemed fit for the offered position; in the event that an individual is deemed unfit, People & Culture is responsible for notifying the hiring manager and individual of the decision, in writing.
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Outcome
· To ensure CHS meets its obligations under the Enterprise Agreements and relevant legislation. 
· To improve the efficiency and effectiveness of staff selection processes.
· A likely result in a reduction in the instances of requests for advice, internal reviews and appeals relating to staff selection processes. 

Measures
· Evidence of managers and staff using the standard reporting suite from the recruitment system, including reports being generated on time to hire and vacancies not filled; and
· Evidence of managers and staff making ad hoc report enquiries to CHS Recruitment Services as required.
· People & Culture will record the number of issues related to staff selection, specifically internal reviews and appeals, and provide reports as requested.

	Related Policies, Procedures, Guidelines and Legislation



Policies
· National Police Check
· Reasonable Adjustment Policy (Placeholder)

Procedures
· Conflict of Interest 
· Recruitment

Guidelines
· ACT Public Service Recruitment Guidelines: A Better Practice Guide 2015 and associated Guidance Tools 1 - 10 
· Contact officer guide
· Interview guide for managers

Frameworks
· Respect, Equity & Diversity (RED) Framework

Standards
· CHS People and Culture Delegations Manual
· Public Sector Management Standards 2016

Legislation
· Public Sector Management Act 1994 (ACT)
· All ACTPS Enterprise Agreements
Health Records (Privacy and Access) Act 1997
Human Rights Act 2004
Work Health and Safety Act 2011
Discrimination Act 1991

	Definition of Terms



Selection Advisory Committee (SAC)
Primarily used for individual vacancies. Some decisions in relation to the promotion or transfer of an officer based on the advice of an SAC are appealable, for positions at or below an Administrative Service Officer Class 6 (or equivalent).

Joint Selection Committee (JSC)
May be used for individual vacancies, bulk recruitment rounds (where there are several vacancies to be filled from the same recruitment process), or for vacancies that are likely to be highly contested. JSC’s are established under the PSM Act and include a union representative. Decisions based on the advice of a JSC are non-appealable.



	Search Terms



Recruitment, recruiting, merit, selection, appeal, selection committee.

	Attachments



Attachment 1: ACT Public Service Recruitment Guidelines  

Disclaimer: This document has been developed by Canberra Health Services specifically for its own use.  Use of this document and any reliance on the information contained therein by any third party is at his or her own risk and Canberra Health Services assumes no responsibility whatsoever.
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Attachment 1 - ACT Public Service Recruitment Guidelines

The ACTPS Recruitment Guidelines: A Better Practice Guide 2015, outline and describe better practice recruitment methods and principles intended to support the ACTPS in managing recruitment activity. They are intended to provide ACTPS employees undertaking recruitment processes with a detailed understanding of the better practice recruitment and selection process. With this knowledge the ACTPS will be able to improve recruitment processes to be efficient, timely and to attract and select the best applicants possible. 

Linked to the Guidelines are ten ACTPS Better Practice Guidance Tools.

CHS officers engaged in recruitment should utilise these guidelines and tools, together with the CHS Recruitment Policy and Procedures. They can be found at the following links:
· ACT Public Service Recruitment Guidelines
· Tool 1 – ACTPS Vacancy Filling Options
· Tool 2 – Writing a Position Description
· Tool 3 – A Sample Position Description
· Tool 4 – Developing Selection Criteria
· Tool 5 – Selecting an Advertising Strategy
· Tool 6 – Writing a Job Advertisement
· Tool 7 – Tips for Effective Short-listing
· Tool 8 – A Guide to Assessment Methods
· Tool 9 – Developing your Interview questions
· Tool 10 – Understanding Pre-Employment Checks
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