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The purpose of this procedure is to ensure that Canberra Health Services (CHS) Network staff follow the correct processes for staff selection. Recruitment in the ACT Public Service (ACTPS) is governed by provisions in legislation, enterprise agreements and policy.  Compliance with this procedure will ensure that staff selection processes meet our legislative requirements and that the appropriate process is followed. 

Recruitment and staff selection processes in CHS Network must give appropriate consideration to upholding the principles of merit, reasonable opportunity and adjustment where required, and equity and equal employment opportunity (EEO). EEO programs are designed to ensure that the appropriate action is taken to eliminate discrimination against designated groups in relation to employment matters in the ACTPS. 

Consideration should be given to supporting applicants of Aboriginal and Torres Strait Islander backgrounds through the recruitment process and the People and Culture Division (P&C) can advise on steps that may be taken.

Similarly for applicants with a disability, reasonable adjustments to the recruitment process can be made to support them, and P&C can advise on steps that can be taken.

To comply with legislation, managers are reminded that permanent officers must be considered for a temporary vacancy in the first instance. Where a suitable permanent officer at level – i.e. one who has the expertise, skills and/or qualifications for the function which is to be exercised - can undertake a temporary role, this must take precedence over the employment of a temporary employee. Refer section 25 of the Public Sector Management Act 1994 for further information.
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CHS Network includes the inpatient facilities at Canberra Hospital, Clare Holland House, North Canberra Hospital, and University of Canberra and community-based services. 
This procedure sets out the process for filling vacancies of various types.  There are six separate types of recruitment covered by this procedure:
1. Recruiting to a permanent vacancy;
1. Recruiting to a temporary vacancy greater than 3 months;
1. Recruiting to a vacancy of fewer than 3 months - With advertising or an Expression of Interest (EOI) - Filling the vacancy with a current employee;
1. Recruiting to a vacancy of fewer than 3 months - Without advertising or EOI - Filling the vacancy with an identified permanent officer; 
1. Recruiting to a vacancy of fewer than 3 months - Without advertising or EOI - Filling the vacancy with a current temporary or casual employee; and
1. Recruiting to a vacancy of fewer than 3 months - Without advertising or EOI - Filling the vacancy with a new temporary employee.

To comply with legislative requirements, if an officer is to be transferred to a higher-level vacant office for a period of more than three (3) months, then the merit equity principle, as set out in the Public Sector Management Standards, must be applied.  If a position is expected to be available for a period of three (3) months or longer (for NCH positions, six (6) months or longer) the position must be advertised in the ACT Government Gazette / ACT Jobs website. The advertisement should include a note stating that permanent officers are given priority when filling temporary vacancies.

Where CHS has recurring and identical vacancies the delegate may use a selection advisory committee’s recommendation for up to twelve (12) months, to fill a position by appointment, transfer or promotion, if the position is the same position; or is at the same level and has the same selection criteria as the original position.
Back to Table of Contents
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Approval for senior medical and dental practitioners must be obtained prior to commencing a recruitment process. The relevant Director must confirm that funding is available for the position, either through a funded vacancy on the staff establishment, or through funding availability to establish a contract for Visiting Medical or Dental Officer (VMO or VDO), Locum, Honorary or Staff Specialist.
Duty statements, selection criteria and advertisements must be reviewed or developed and agreed upon by the relevant Director. Elements to be considered may include: VMO/Staff Specialist category; specialty and required scope of clinical practice; function; scope; duties; responsibilities and reporting lines.
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1. You should be able to answer “yes” to all of the following questions before proceeding with a permanent recruitment process:
1. is the position still required?
1. is it at the right level?
1. is the position funded? and 
1. do you have approval from your Executive Director (ED)/Executive Group Manager (EGM) to fill the position?

1. Review duty statement (DS) and selection criteria (SC) to ensure they reflect what your work area requires the position to do. Seek approval from the CHS Recruitment Team (ph: 62071450) or NCH Recruitment Team (ph: 6201 6122) if the DS has not been reviewed more recently than the last 12 months, ensuring that the duties of the position are correctly classified.  

1. Form the Selection Advisory Committee (SAC) and identify a Chairperson. Forming the SAC early in the recruitment process enables timely scheduling of interviews, and enables the SAC to input to the process. When recruiting senior medical and dental practitioners at NCH, SACs must include:
2. the relevant Clinical Director 
2. at least one SMDP who practices in the relevant field and without a conflict of interest
2. a member of Medical and Dental Appointments Advisory Committee (MDAAC), and
2. one HR representative.

1. Joint Selection Committees (JSC’s) are another option for management filling positions within CHS. A JSC is a selection committee comprising a minimum of three (3) people with one (1) being an approved management union trained representative, and the position is non appealable provided that the JSC fully agrees on their recommendation.  If you are considering utilising a JSC you should discuss this with P&C before advertising the vacancy.

1. The SAC must:
1. have a minimum three (3) members with an appropriate mix of genders (if practicable);
1. include at least one person from outside of your immediate work area. 
1. ensure that the Chairperson has attended staff selection training in the last three years and, committee members have a demonstrated understanding of how the selection process works. 
1. have a Chairperson who is classified at least one classification above the position being filled, and the remaining SAC members must be at least at the same level or higher of the position being filled.  

Note: Contact CHS Recruitment team on 6207 1450 or NCH Recruitment Team on 6201 6122 if there is any doubt. 

1. The delegate must be at least one classification above the Chairperson and not a member of the SAC or JSC.

1. Identify an appropriate contact person for the position. This person should have knowledge of the position and be able to provide accurate information to potential candidates. Do not select a person who has indicated they could be applying for, or who could conceivably apply for the position.  A good choice in many cases could be the direct supervisor of the advertised position. 

1. Prepare a request to advertise requisition on CHS’s online eRecruitment system (currently Taleo). All permanent vacancies must be advertised in the ACT Government Gazette / ACT Jobs website - this is the minimum requirement. Using the eRecruitment system will ensure this occurs. If the position is to be advertised in external media, consider the best value for money placement. Often internet sites (including jobsites such as Seek or Career One, or relevant professional association websites), or social media platforms, can be less expensive and reach a wider audience than traditional print media. Include the advertising text and approved DS and SC in the advertising section of your requisition. 

1. Positions should be advertised for a minimum of two weeks, unless there are compelling reasons to advertise for a shorter period, but in any case it must be a minimum of one (1) week.

1. Consider requesting the applicant to submit referee reports when they are notified that they have been shortlisted, acknowledging that there may be circumstances where this may not be possible – i.e. an applicant does not wish their current employer to know they are applying for jobs.  Referees nominated by the applicant should include a recent supervisor, and if they do not, then the applicant should be informed that this may have a negative impact on the assessment of their application

1. If candidates with the required skills or qualifications cannot readily be found in the ACT, consider specifying in the advertising field that you wish for the position to be advertised via online media in other states, and/or internationally.  Be aware that there are additional costs for this advertising. 

1. Shared Services Recruitment or NCH Recruitment team process permanent recruitment on behalf of CHS. Shared Services or NCH Recruitment team will post/advertise your position in the publications nominated on your requisition.  

1. Shared Services will, prior to advertising, assess ACT Government excess employees against the SC for the position. Shared Services will send you details of any ACT Government Excess Officers they think could be considered suitable for your position. If you receive candidates from Shared Services, the SAC should request a full application from the Excess Officer to allow for full assessment against the SC. The Excess Officer must be assessed in isolation prior to assessing any other applicants.  When making this assessment the SAC must consider whether six months of training and development would allow the officer to be suitable to undertake the duties of the role.  

1. If the SAC believes the Excess Officer is suitable they should be offered the position. If the person accepts, an instrument of permanent transfer is completed to give effect to the recruitment. 

1. If the SAC finds Excess Officers unsuitable the reasons for the finding/s must be documented and supported by the delegate. This notification is to be sent to Shared Services and should also be included on your final selection report.  If no Excess Officers are found suitable the process should progress. 

1. After the closing date, Shared Services will forward all applications (including incomplete and ineligible) to the hiring manager for the recruitment. For NCH, managers will access candidates directly from Taleo and will not be emailed applications directly.
While there is no obligation to contact applicants who submit incomplete applications, for positions which are difficult to recruit to, it may be pertinent to seek complete applications from applicants who have submitted incomplete applications. If there are any concerns, check with CHS Recruitment (ph: 6207 1450) or NCH Recruitment Team (ph: 6201 6122). 

1. Once the applications have been received, SAC members must declare in writing any conflicts of interest to the Chairperson, or to the delegate if the Chairperson has a conflict. The Chairperson or delegate should satisfy themselves that the conflict can be managed appropriately, and if not, the SAC member with the conflict should be replaced. 

1. If a member of the SAC is to be a referee for any candidate of the position, the referee report must be completed prior to viewing any applications. This avoids any conflict of interest or influence over the process. 

1. The SAC meets to review and shortlist candidates against SC.  The SAC must always consider the candidates’ CV for relevant experience and achievements and:
1. choose a reasonable number of candidates to shortlist;
1. exclude all incomplete applications from shortlisting; 
1. exclude ineligible candidates, e.g. when assessing candidates for a permanent vacancy, candidates must be an Australian Citizen or permanent resident to be considered; 
1. exclude all applications which have been rated a Requires Development (RD) on any SC by the panel; and  
1. record all reasons for not shortlisting any applicants as this can be used for providing feedback. 

1. The SAC organises interviews and/or other assessment types for shortlisted candidates. Multiple assessment types are advisable; however on occasion there may be recruitment processes which require only the rating of the application against SC and supported by referee reports. Assessment types may include interviews, work samples e.g. preparing a Ministerial response or analysing and interpreting data, through to role plays or other scenarios that enable an applicant to demonstrate their skills and knowledge. Candidates should be made aware beforehand of the assessment types to be used. 

1. The SAC must use the rating scale published by the Recruitment Team, and may use mathematical ratings to derive the highest ranked applicant. 

1. In rating candidates against SC, the SAC may: 
1. Rate each assessment piece separately and attach a weighting to each, e.g. the application is worth 30% of the rank and interview 70%; or
1. Consider the application and selection processes together to give an overall rating for the applicant. 

1. The SAC must seek candidate referee reports for at least the highest ranked candidate in contention at this stage of the selection process. If several candidates remain in contention after interview/assessment, one or more referee reports should be sought for each candidate. If the SAC believes a candidate is not in contention then a referee report does not need to be sought. Where an oral referee report is taken, it is recommended that this information is recorded in writing and sent to the referee for confirmation, and the final referee report should be made available to the candidate.

1. The SAC considers the ratings for candidates across all assessments, and determines final ratings for all candidates. The highest rated suitable candidate becomes the preferred candidate.

1. Staff selection panels in CHS have the option of using “pooled arrangements” consistent with the ACTPS Recruitment Guidelines.  Under these “pooled arrangements” there are two ways in which SAC’s/JSC’s can rank multiple suitable applicants:
1. Order of Merit: Under this approach candidates who are ranked “Suitable” or better are placed on an Order of Merit List, i.e. the candidates are ranked from the highest overall score to the lowest overall score. If applicants are ranked on an Order of Merit List, the applicant with the highest score is offered the position first.  If there are other similar vacancies to be filled, either in that recruitment round or up to 12 months later, then these will be filled by working down the list to the next highest-ranked candidate.  If this Order of Merit List is tapped into for future positions, the Merit List order still has to be adhered to, i.e. the highest scoring available applicant is offered the vacant position first. 
1. Merit Pool: Another option is to list all candidates who are ranked “Suitable” in a Merit Pool. These applicants are all considered equally broadly suitable, despite there being differences in their overall scores.  Under a Merit Pool arrangement any of these applicants can be made offers of vacant positions as they arise. This needs to be clearly stated on the Selection Report. This method is often used for bulk recruitment rounds, but can also be used for ordinary recruitment. 

Note: An Order of Merit or a Merit Pool is valid for 12-months from the date that the delegate approves the selection committee report. The SAC/JSC can contact Shared Services Recruitment or NCH Recruitment to access current Orders of Merit and Merit Pools. To select a candidate at a later date within the 12-months timeframe from an Order of Merit or Merit Pool, SACs/JSCs should complete a Fill Identical Vacancy form.
1. As part of the staff selection process, the selection committee should consider all the requirements for the position, including possible future requirements, in order to determine who will be most suitable.

1. The SAC may consider recommending assigning a higher pay point for classifications with multiple pay increments. This assignment must be based on the preferred candidate’s skill level and experience. By default the preferred candidate would start on the lowest increment of the pay point. No commitment to paying a higher pay point can be given by the SAC, as this is for the delegate to decide.  There may be other payroll system factors that automatically influence starting increment – e.g. previous periods of higher duties at the level. 

1. The Chairperson writes up individual statements, comparative statement and the selection report with the agreed rating and rankings of the candidates.  If the decision of the SAC about selection of candidate is not unanimous, then the majority of panel members who decide on a preferred candidate should write a majority report, and the other panel member(s) should submit a minority report focusing on the points of disagreement.  Both selection reports should be presented to the delegate.

1. If the SAC reaches unanimous decision, the report is then provided to the rest of the SAC for consideration and once they have signed the report indicating their agreement, the report is submitted with relevant documents to the delegate for consideration. 

1. If the delegate approves the recommendation, continue to Step 32 OR if the delegate decides not to approve the recommendation, they will provide reasons to the SAC. CHS or NCH Recruitment teams may need to be contacted where the delegate has not approved a recommendation. If more than one candidate was rated as suitable by the SAC, consideration can be given to recommending the next highest ranked suitable candidate. Otherwise, the recruitment process is completed without a preferred candidate and the vacancy will need to be readvertised. 

1. Once the SAC recommendation has been approved the Chairperson contacts the first- ranked candidate and offers the position.  If the candidate verbally accepts the offer the delegate-endorsed selection report is sent to Shared Services or NCH Recruitment.  If the first-ranked candidate declines the offer, they must be requested to provide this in writing.  The written declination is provided to the delegate and approval is sought from the delegate to offer the position to the next-ranked candidate.  This information is then sent to Shared Services for action, including the amended selection report.  If an e-requisition has been created for the first-preferred candidate a new e-requisition may be needed. 

1. After the offer is accepted verbally by the preferred candidate all unsuccessful candidates within CHS should be advised of the outcome before being notified by Shared Services. Shared Services will officially notify all candidates of the outcome electronically. For NCH – NCH Managers are responsible for notifying candidate of unsuccessful outcomes.


1. Shared Services prepares the pre-employment offer to the successful candidate. If required, Shared Services or NCH Recruitment will email the candidate requesting that National Police Check (NPC) and Self Disclosure forms be completed and returned ASAP.

1. Hiring managers should allow 10 working days for the NPC commencing the day the documentation is provided to Shared Services or NCH Recruitment. New employees cannot commence duty without completing the NPC process. 

1. All candidates can request feedback on their performance in the selection process and this can be given by any member of the SAC.  Candidates can request their individual assessment and rating from the assessment report but not their final ranking. Final ranking is withheld so as not to enable candidates to compare results.

1. On commencement the new staff member is welcomed and introduced into their work area and booked onto CHS’ orientation and made aware of mandatory training requirements and their workplace induction pathway completed.  The manager of the staff member should also familiarise themselves with the requirements of any probationary period that applies. 

1. Managers should be aware that certain vacancies – i.e. positions in which it has been decided that it is essential that the occupant has an Aboriginal and/or Torres Strait Islander heritage – may be identified as only open to Aboriginal and/or Torres Strait Islander people. For these identified positions, confirmation of applicants’ Aboriginal and/or Torres Strait Islander heritage may be requested.
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1. This Section covers the processes involved in recruiting to a temporary vacancy (regardless of length), filling the vacancy with either a current employee (including permanent officers or current temporary or casual employees) or an employee recruited externally from CHS, either with or without advertising.  

1. You should be able to answer yes to all of the following questions before proceeding with a temporary recruitment process:
1. is the position still required?
1. is it at the right level?
1. is the position funded? And 
1. do you have approval from your ED/EGM to fill the position?

1. Review DS and SC to ensure they reflect what the area requires the position to do. Seek advice from the CHS Recruitment team (ph: 6207 1450) or NCH Recruitment team (ph: 6201 6122) on reviewing the DS if it has not been reviewed in the last twelve (12) months, including redrafting the duties or SC if required.  The nominal position-holder (if there is one) may need to be consulted, and there may be other factors to consider, including the reasons for the vacancy – ie birth (maternity) leave.  

1. Form the SAC and identify a Chairperson. Forming the SAC early in the recruitment process enables timely scheduling of interviews, and enables the SAC to have engagement with the process. 

1. The SAC must have a minimum three (3) members with an appropriate mix of genders (if practicable) and should include at least one person from outside of your immediate work area.  Ensure that the Chairperson has attended staff selection training in the last three (3) years and that committee members have a demonstrated understanding of how the selection process works. The Chairperson must be at least one classification above the position being filled, and the remaining SAC members must be at least at the same level or higher of the position being filled.  Contact CHS Recruitment team (ph: 620 71450) or NCH Recruitment team (ph: 6201 6122) if there is any doubt. 

1. The delegate must be at least one classification above the Chairperson and not a member of the SAC/JSC.

1. Identify an appropriate contact person for the position.  This person should have knowledge of the position and be able to provide accurate information to potential candidates. Do not select a person who has indicated they could be applying for, or who could conceivably apply for the position.  A good choice is the direct supervisor of the advertised position. 

1. Prepare a request to advertise requisition on CHS’ online eRecruitment system (currently Taleo). All vacancies > 3 months (for NCH >6 months) and permanent vacancies must be advertised in the ACT Government Gazette / ACT Jobs website (this is the minimum requirement)[footnoteRef:1]. Using the eRecruitment system will ensure this occurs.  [1:  Unless a decision has been made to transfer a permanent officer at level into the vacancy.] 


1. Where it is decided to advertise, positions should be advertised for a minimum of two weeks, unless there are compelling reasons to advertise for a shorter period, but in any case it must be a minimum of one (1) week.  If the position is to be advertised in external media, consider the best value-for-money placement. Often internet sites (including jobsites such as Seek or Career One, or relevant professional association websites) or social media platforms can be less expensive and reach a wider audience than traditional print media. Include the advertising text and approved DS and SC in the advertising section of your requisition. 

1. If the vacancy is short-term i.e. less than 3 months, prepare EOI documentation including a short description of the role, the qualities of the right candidate and attach the position description including the duties and SC. Include information about what the candidate should submit e.g.  applicants must complete a 2-page EOI outlining their claims to the advertised position.

Note: Disseminate the EOI, including via email, discussing the vacancy at a team meeting, or posting on the Newshub on the CHS intranet.     

1. If a permanent officer has been identified as someone who can fulfill the role, or if it is considered that a current temporary or casual employee is able to fulfill the role, document the reason for the decision to offer the higher duties/ temporary transfer to the identified employee, and send this in an email to the senior manager of the area.  This is an important step in demonstrating administrative decision-making and accountability.
1. Following delegate approval, complete a requisition in the eRecruitment (Taleo) system for higher duties/temporary transfer;
1. Ensure the requisition is approved by relevant approvers with ‘CHS Recruitment’ or for NCH,.‘NCH Recruitment’, as final approver for processing;
1. The CHS Recruitment team processes the requisition and forwards the requisition to Shared Services Payroll for their action, or in the case of a new temporary or casual contract being offered, the CHS Recruitment Team prepares a new contract and sends this electronically via eRecruitment to the candidate to accept.  Once accepted and returned to CHS Recruitment, the accepted contract is forwarded to Shared Services payroll to be processed on the payroll system. Note: NCH Recruitment team process all requirisations and prepare contracts to export to the payroll system.

If it is decided to recruit a new temporary employee to a vacancy, follow the steps above up until the point where the new temporary employee has been selected.  At that point the CHS or NCH Recruitment Team sends two emails to the identified candidate:
1. The first, requesting National Police Check (NPC) paperwork be completed and returned (preferred) to chshr@act.gov.au or CHSNCH.hr@act.gov.au; and
1. The second provides a new starter link with all forms requiring completion.
1. The CHS Recruitment team or NCH Recruitment team then process the new starter paperwork. Hiring managers should allow approximately 10 working days for a NPC to be returned, once the Recruitment team receives the paperwork from the employee. Employees cannot commence duty without completing the NPC process.

Note: Any position that may be vacant for > 3 months (for NCH >6 months) must be advertised in the ACT Government Gazette / ACT Jobs website as a minimum.

Only the hiring manager will receive notification when a higher duties/temporary transfer requisition has been filled by CHS Recruitment.  It is the hiring manager’s responsibility to advise the employee that the requisition has been actioned.

1. Consider requesting the applicant to submit referee reports when they are notified that they have been shortlisted, acknowledging that there may be circumstances where this may not be possible i.e. an applicant does not wish their current employer to know they are applying for jobs.

1. If candidates with the required skills or qualifications cannot readily be found in the ACT, consider specifying in the advertising field that you wish for the position to be advertised via online media in other states, and/or internationally.  Be aware that there are additional costs for this advertising. 

1. CHS Recruitment process long term temporary positions and will post/advertise your position in the publications nominated on your requisition through the ACT Government advertising provider.  

1. After the closing date CHS Recruitment will forward all applications, including incomplete and ineligible applications, to the hiring manager. For NCH, managers will access candidates directly from Taleo and will not be emailed applications directly. While there is no obligation to contact applicants who submit incomplete applications, for positions which are difficult to recruit to, it may be pertinent to seek complete applications from applicants who have submitted incomplete applications. Check with the CHS or NCH Recruitment Team if there are any concerns.  

1. Once the applications have been received, SAC members must declare any conflicts of interest to the Chairperson, or to the delegate if the Chairperson has a conflict. The Chairperson or delegate should satisfy themselves that the conflict can be managed appropriately, and if not, the SAC member with the conflict should be replaced. 

1. If a member of the SAC is to be a referee for any candidate of the position, the referee report must be completed prior to viewing any applications. This avoids any conflict of interest or influence over the process. 

1. The SAC meets to review and shortlist candidates against the SC.  The SAC must always consider the candidates’ CV for relevant experience and achievements and:
1. choose a reasonable number of candidates to shortlist;
1. exclude all incomplete applications from shortlisting; 
1. exclude ineligible candidates, e.g. when assessing candidates for a permanent vacancy, candidates must be an Australian Citizen or permanent resident to be considered; 
1. exclude all applications which have been rated a Requires Development (RD) on any SC by the panel; and  
1. record all reasons for not shortlisting any applicants as this can be used for providing feedback. 

1. The SAC organises interviews and/or other assessment types for shortlisted candidates. Multiple assessment types are advisable; however on occasion there may be recruitment processes which require only the rating of the application against the SC and which are supported by referee reports. Assessment types may include interviews, work samples e.g. preparing a Ministerial response or analysing and interpreting data, through to role plays or other scenarios that enable an applicant to demonstrate their skills and knowledge. Candidates should be made aware of the assessment types to be used. 

1. The SAC must use the rating scale published by CHS Recruitment, and may use mathematical ratings to derive the highest-ranked applicant. 

1. In rating candidates against SC, the SAC may:
1. Rate each assessment piece separately and attach a weighting to each, e.g. the application is worth 30% of the rank and interview 70%; or
1. Consider the application and selection processes together to give an overall rating for the applicant. 

1. The SAC must seek candidate referee reports for at least the highest-ranked candidate in contention at this stage of the selection process. If several candidates remain in contention after interview/assessment, one or more referee reports should be sought for each candidate. If the SAC believes a candidate is not in contention then a referee report does not need to be sought. Where an oral referee report is taken, it is recommended that this information is recorded in writing and sent to the referee for confirmation, and the final referee report should be made available to the candidate.   

1. The SAC considers the ratings for candidates across all assessments, and determines final ratings for all candidates. The highest-rated suitable candidate becomes the preferred candidate.  

1. The SAC may consider recommending assigning a higher pay point for classifications with multiple pay increments. This assignment must be based on the preferred candidate’s skill level and experience. By default the preferred candidate would start on the lowest increment of the pay point. There may be other payroll system factors that automatically influence starting increment – e.g. previous periods of higher duties at the level. 

1. The Chairperson writes up individual statements, the comparative statement and selection report with the agreed rating and rankings of the candidates.

1. The report is then provided to the rest of the SAC for consideration and once approved is submitted with relevant documents to the delegate for consideration. 

1. If the Delegate approves the recommendation, continue to Step 30 OR if the delegate decides not to approve the recommendation, they will provide reasons to the SAC.  P&C may need to be contacted where the delegate has not approved a recommendation.  If more than one candidate was rated as suitable by the SAC, consideration can be given to recommending the next highest ranked suitable candidate. Otherwise, the recruitment process is completed without a preferred candidate and the vacancy will need to be readvertised. 

1. Once the SAC recommendation has been approved, the Chairperson contacts the first- ranked candidate and offers the position.  If the candidate verbally accepts the offer the delegate-endorsed selection report is sent to Shared Services.  If the first ranked candidate declines the offer, they must be requested to provide this information in writing.  The written declination is then provided to the delegate and approval is sought from the delegate to offer the position to the next-ranked candidate. 

For temporary vacancies longer than 3 months
1. After the offer is accepted verbally by the preferred candidate, all unsuccessful candidates within CHS should be advised of the outcome before notifying Shared Services, and after the offer is accepted verbally by the preferred candidate. Shared Services will officially notify all candidates of the outcome electronically.   Refer to Steps 36-39 for the process to be followed for temporary vacancies of fewer than 3 months.

1. Shared Services or NCH Recruitment Team prepares the pre-employment offer to the successful candidate. If required Shared Services will email the candidate requesting a National Police Check (NPC) and Self Disclosure forms be completed and returned ASAP.

1. Hiring managers should allow 10 working days for the NPC to be returned, commencing the day the documentation is provided to Shared Services. New employees cannot commence duty without completing the NPC process. 

1. All candidates can request feedback on their performance in the selection process and this can be given by any member of the SAC.  Candidates can request their individual assessment and rating from the assessment report but not their final ranking. Final ranking is withheld so as not to enable candidates to compare results.

1. On commencement the new staff member is welcomed and introduced to their work area, booked onto CHS’ orientation and made aware of mandatory training requirements and their workplace induction pathway completed.  

Note: 
1. If the vacancy is being filled by a permanent officer the recruitment action will be higher duties/temporary transfer.  Where the position is being filled by an existing temporary or casual employee the recruitment action will be a new temporary contract. This will be processed from the selection report.  
1. If the recruitment action is higher duties or temporary transfer, only the hiring manager will receive notification when the requisition has been filled by CHS recruitment services.  It is the hiring manager’s responsibility to advise the employee that the requisition has been actioned. 	

For temporary vacancies of fewer than 3 months duration
1. Following delegate approval, the Chair of the SAC informs the successful candidate of the panel’s decision and contacts the “current manager” (as listed in the eRecruitment [Taleo] system), to discuss and agree on an appropriate start date etc.  Refer to Steps 31-35 for the process to be followed for temporary vacancies of longer than 3 months duration.

1. The Chair of the SAC completes a requisition in the eRecruitment (Taleo) system for recruitment action (i.e. higher duties or temporary transfer).

1. Ensure the requisition is approved by relevant approvers with “Recruitment CHS” as the final approver for processing.

1. The CHS or NCH Recruitment team processes the requisition and forwards it to Shared Services Payroll or NCH Payroll for their action.  

1. Managers should be aware that certain vacancies - i.e. positions in which it has been decided that it is essential that the occupant has an Aboriginal and/or Torres Strait Islander heritage - may be identified as only open to Aboriginal and/or Torres Strait Islander people. For these identified positions, confirmation of applicants’ Aboriginal and/or Torres Strait Islander heritage may be requested.
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Outcome
1. To ensure CHS meets its obligations under the Enterprise Agreements and relevant legislation.
1. To improve the efficiency and effectiveness of staff selection processes.
1. A likely result in a reduction in the instances of requests for advice, internal reviews and appeals relating to staff selection processes. 

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

Procedures
Conflict of Interest

Legislation
Related legislation and policy include, but is not limited to:
Public Sector Management Act 1994 (ACT)
Public Sector Management Standards (ACT)
Discrimination Act 1991

Enterprise Agreements
All ACTPS Enterprise Agreements

Frameworks/Guidelines
Respect, Equity & Diversity (RED) Framework
ACTPS 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
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Joint Selection Committee (JSC): is an alternative option (i.e. other than using a Selection Advisory Committee) for management filling positions within CHS. A JSC is a selection committee comprising a minimum of three (3) people with one (1) being an approved management union trained representative, and the position is non appealable provided that the JSC fully agrees on their recommendation.  If you are considering utilising a JSC you should discuss this with P&C before advertising the vacancy.

Selection Advisory Committee (SAC): An SAC is the most common mode for filling vacancies in CHS.  SAC’s must have a minimum three (3) members with an appropriate mix of genders (if practicable) and should include at least one person from outside of your immediate work area. The Chairperson of the SAC must have attended staff selection training in the last five years, and committee members need to have a demonstrated understanding of how the selection process works. The Chairperson must be at least one classification above the position being filled, and the remaining SAC members must be at least at the same level or higher of the position being filled.  Contact CHS Recruitment team on 62071450 if in any doubt. 
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Recruitment, recruiting, merit, selection, appeal.
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Attachment 1 - Interview Guide for Managers

Conducting a great employment interview in Canberra Health Services
1. This Interview Guide is an important resource for line managers who are responsible for hiring. It has been designed as a user-friendly guide and we hope you will find It a valuable tool whether you are a seasoned recruiter or a novice.
1. Typically, a standard interview is approximately 30 to 45 minutes in length. The interview should be well developed to ensure that sufficient information is gathered to make an appropriate selection reoommendation or decision.
1. Remember that the applicant gathers information about the position and our organisation. Both you and the applicant are evaluating one another in the interview.
1. Focus should be on the content of the applicant's responses, not on his/her oral expression, dress, physical features, or other factors not directly related to the requirements of the position. Oral expression may be assessed if communication skills are part of the selection criteria or if assessing duty statement requirements.
1. Avoid jargon and acronyms. Use technical terms in their proper context.
1. It is usually a good idea to start with some general questions and move into more specifics. This will help to put the applicant at ease. Possible questions inciude: Why did you apply for this job? What is your understanding of the job? What attracts you to our organisation? What atributes do you have that would make you successful in this position?
1. The Selection Committee should develop interview questions from the selection criteria. This will ensure that interview questions are relevant, meaningful, and position-related and will give a clear set of references for evaluating an applicant's responses.
1. Remember that the reason you are interviewing the applicant is to find out as much as possible about suitability. Open-ended follow-up questions are broad and give you full scope. They are useful for soliclting views, opinions, thoughts and feelings and for building Interviewer/applicant rapport. Use more open-ended questions that begin with words such as 'describe', talk about', 'elaborate'. A sample sequence might be:
1. How have your previous positions prepared you for this one?
1. Which one was the most challenging? Why?
1. What were your specific responsibilities?
1. What did you enjoy most about it? What didn't you enjoy?
1. It is entirely appropriate to ask follow up questions or ask applicants to elaborate on their responses. By their nature these questions will differ between applicants as each interview is different. Fairness is essential, so the same primary questions need to be put to each applicant to ensure equal opportunity.
1. Every question should be assigned to a Selection Committee member and consider how the questions will be distributed. Will the questions be portioned out equally or match them to expertise, experience of individual panel members?
1. Make sure that every Selection Committee member knows which questions will be asked in what order and how flexible this sequence can be.
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Health

When preparing to be 2 contact officer you must first understand the roles and
requirements of the position. The best way to achieve thisis by reading over the
information pack and talking with the supervisor and manager in the section.

It s important that the contact officer provides positive and consiructive answers as
the candidate wil assess not only the position but the whole organisation.
‘The Contact Officer must avoid organisational jargon or acronyms.

tis good practice to have this form handy (beside your phone) in anticipation of
receiving calls from potential applicants

‘How many candidates called Jl 234567891011 121314 15 16

(please mark as candidates call)

Position overview

Manager/Supervisor Name............

Key points of the position

[ Questions to consider

‘Will the position manage staff No O
Yes O number of staff.
Tias the delegate agreed (o acceptlate | No O
applications? Yes O inform HR. New closing date.
Does the position require No O
qualifications? Yes O type of qualification.
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In preparation for receiving enquiries, the contaet officer should be able to
answer the following frequently asked applicant questions:

Amlel

le to apply?

How many positions are available?

Is someone acting in the position?

Will I be supervising any staff

How large is the team I will be working in?

‘Where s the position located?

s there travel involved?

Does age matter?

Thave a disability — will this disadvantage me in applying?

Do have to tell you about my disability?

What is merit?

Do Ineed qualifications to apply?

Do I need to structure my application in a certain way?

How long should my answers be when responding to selection criteria?
Where can I find information about the job?

‘What are the employment conditions?

‘What does the recruitment process involve?

What is a meit list/pool?

‘What happens after I submit my resume?

T am moving from another organisation. Will I lose my leave entitlements?
T don't have access to a Computer. How can I submit my application?
Can| gain an extension to submit my application?

If 'm successful am I entitled to relocation assistance?

Who will be on the pancl?

One of the selection panel members is my referce. What do 1 need to do?
Can I make changes to my applicetion once it has been submitted online?
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