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Introduction
Consistent and committed educators and co-ordinators support good quality standards and continuity of care for children. Effective, transparent and equitable recruitment processes ensure the service attracts and retains educators, co-ordinators and other staff members who can best meet the needs of children and their families. All applicants should be valued and respected and have the opportunity to demonstrate and develop to their full their potential. Equity of treatment for all applicants ensures that individuals are treated on their merits, without regard to their background, age, sex, relationship status or any factor not applicable to their work role.   

Goals – What are we going to do?
Ensure that any applicants for positions available within the Centre have the relevant qualification and necessary experience to fulfil the key selection criteria of the position and meet regulatory requirements.  The applicant’s own beliefs and practices must also resonate and reflect the Centre’s Statement of Principles or Philosophy.  Consideration will also be given to the way in which prospective employees can:
• be deployed in ways that support optimal learning and development for children
• act cohesively and ethically as a team member to achieve this.

National Quality Framework, Quality Area 4 – Staffing Arrangements
National Quality Standard 4.1 Staffing arrangements – Staffing arrangements enhance children’s learning and development.
· 4.1.1 Organisation of educators – The organisation of educators across the service supports children’s learning and development 
· 4.1.2 Continuity of staff – Every effort is made for children to experience continuity of educators at the service

National Quality Framework Quality Area 7 – Leadership and Service Management
National Quality Standard 7.1 Governance – Governance supports the operation of a quality service.
· 7.1.3 Roles and responsibilities – Roles and responsibilities are clearly defined, and understood, and support effective decision-making and operation of the service.
National Quality Standard 7.2, Leadership - Effective leadership promotes a positive organisational culture and professional learning community
· 7.2.3 Development of professionals – Educators, co-ordinators and staff members’ performance is regularly evaluated and individual plans are in place to support learning and development.

Strategies ‐ How will it be done?
The Nominated Supervisor will:
· actively encourage a diverse range of applicants, e.g. consider where best to advertise i.e. include community newspapers, community bulletin boards; 
· meet legislative obligations - through being aware of and committed to 
· Human Rights Legislation and Equal Opportunity Commission Act (1986)
· Equal Employment Opportunity for Women in the Workplace Act (1999)
· The Disability Discrimination Act (1992)
· select the best person for the job, i.e. using equitable, objective and transparent processes.
· Applicants will not be discriminated against during the selection process by their race, colour, nationality or ethnic origin; sex, pregnancy or marital status; age; disability; religion or sexual preference when being considered for a position.  
· Adequate numbers of qualified and experienced staff will be employed and staff professional development promoted to encourage best practice, support continual learning and reflection (See Policies 4.2.0 Staff Qualifications & 4.3.3 Professional Development)
· All applicants will complete working with children checks and satisfy requirements under current legislation including criminal record checks and child protection training
· All applicants will hold current approved first aid, anaphylaxis, asthma competencies/qualifications (As listed on ACECQA)
· Position descriptions that clearly outline the responsibilities of the position, specific tasks and activities required for the job and detail the knowledge, skills and abilities required for effective performance by the job incumbent and clearly explain the approved provider’s expectations are used as the basis for providing key selection criteria.  Applicants must address key selection criteria, during the recruitment process, to be considered for any position (See Section 4, Job Descriptions). 
· Key Selection Criteria will be separated from desirable criteria during the recruitment process
· The Centre’s Statement of Principles or Philosophy will guide the selection and appointment of suitable staff.
· Develop an effective recruitment strategy which considers:
· Appropriate sources of recruitment (i.e. advertisements in various forms of media, personal referrals, employment agencies, direct applications);
· Appropriate recruiters (e.g. supervisor or co-worker).
· Conduct selection process using a structured and objective process:
· Determine appropriate Selection Panel;
· Document selection procedures;
· Make job offer/debrief applicants.
· Evaluate the recruitment strategy to determine its effectiveness:
· Review the process in terms of the number of applicants referred, interviewed, selected and hired;
· Compare the effectiveness of applicants hired from various sources.

Steps in the Recruitment and Selection Process
· Review of position information
· Review and update all position information
· Identify/review job requirements and conditions of employment
· Develop/review selection criteria based on job requirements
· Advertising
· Determine strategies for reaching the widest pool of applicants possible (eg, use of ethnic media, informal networks, community groups, and organisations, industry groups, trade journals).
· Decide when and where to advertise
· Prepare job advertisement and Information Package for applicants
· Ensure the information in the advertisement matches the selection criteria.
· Stereotyped or discriminatory language or discriminatory requirements will not be used. 
· Recruitment consultants, if used, are fully briefed on Centre requirements and have a good understanding of equal opportunity and anti-discrimination principles.
· Include the name of a contact person in the advertisement and ensure they have information (presented in a clear and consistent way) prepared about the position.
· Place the advertisement
· Application Management
· Provide application information kits to applicants as required
· Develop a Recruitment and Selection file or folder for the selection process
· Ensure language and experience are relevant to the performance of the job.
· Invasive or irrelevant questions will not be included.
· Acknowledge receipt of applications received
· Arrange Selection Panel and diarise dates for shortlisting and interviews
· Ensure strict confidentiality.
· Selection Process
· Convene Selection Panel
· Shortlist applications on essential qualifications first, then on desirable qualifications, prioritising criteria and determining method first.
· Seek more information if necessary. The aim is to find the best person for the job.
· Determine what method(s) will be used to assess the suitability of applicants i.e.
interview, referees’ report, work record, etc. before selecting applicants. Ensure length of experience, age required, etc are essential and justifiable, for performance of the job and not set arbitrarily or based on stereotypes. 
· Interviews
Schedule interviews/assessment tasks (if used) and advise applicants of arrangements
· Conduct interviews, assessment tasks and determine recommended applicant(s)
· Allow applicants to demonstrate what they can offer the organisation, not to simply confirm expectations or to see how applicants perform under pressure.
· Check, when setting up interview appointment, if there is a need for any specific arrangements (e.g., physical access, interpreters, etc).
· Have questions prepared in advance.
· Ensure consistency and fairness in questioning.
· Focus on the real needs of the job. Don’t make assumptions or stereotype individuals.
· The selection committee is entitled to ask applicants whether they can fulfil the requirements of the job (e.g., travel, work overtime, perform the physical functions) but such questions must be asked of all applicants.
· It is appropriate to ask people with disabilities whether they require any adjustments to perform the job.
· Allow the interviewee time to make their point. Allow silence. Rephrase or clarify if necessary.
· Don’t make assumptions about a person’s ability to do the job based on physical characteristics.
· Do not ask invasive and irrelevant questions (e.g., ‘Do you intend to have a family?’). If necessary rephrase to gain the essential information you require and ask of all applicants (e.g., ‘Can you commit yourself to the organisation for two years?’).
· Keep records of questions and answers.
· Be consistent. Document decisions made and the reasons for them.
· Making the decision
· Focus on the selection criteria.
· Rank applicants according to performance against essential and desirable qualifications.
· Assess all information; application form, interview, referee’s reports, etc.
· Record decisions made and reasons for them.
· If requested, provide constructive feedback to unsuccessful applicants on their performance against the selection criteria.
· Complete referee checks with at least two previous employees for recommended applicant(s)
· Complete Selection Report and seek approval for recommendation
· Initiate a Working with Children Check for the preferred applicant(s) and obtain a criminal record check
· Receive Selection Report outcome of decision from the approving authority
· Assess outcome of Working with Children Check
· The employment or engagement of any person from working in our centre if they have prior convictions relating to violent or sexually related offences is prohibited
· Make job offer (verbal) and prepare letter of offer
· Prepare letters for other applicants i.e. Eligibility List/Unsuccessful applicants
· Finalise recruitment and selection papers and file

Statutory Legislation & Considerations
· Education & Care Services National Amended Regulations 2018
· National Quality Standard for Early Childhood Education and Care and School Age Care
Council of Australian Governments February 2018
· Age Discrimination Act 2004
· Disability Discrimination Act 1992
· Racial Discrimination Act 1975
· Sex Discrimination Act 1984
· Australian Human Rights Commission Act 1986


Sources
· Recruitment and Selection Guide, Children’s Services Central, 2011
· Guide to the National Quality Standard, Australian Children’s Education and Care Authority, 2018
· Australian Human Rights Commission – Guidelines for Recruitment and Selection http://www.hreoc.gov.au/info_for_employers/best_practice/recruitment.html
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