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RECRUITMENT POLICY

DISCLAIMER: 
The information, documents, and guidance provided are intended for general informational purposes only. Nothing contained herein constitutes legal advice, and it should not be relied upon as such.

Use of any document, template, guidance, or recommendation provided is entirely at the recipient organisation's own risk. No warranty, express or implied, is made as to the accuracy, completeness, or fitness for purpose of any materials provided.

The laws and regulations applicable to your organisation may vary depending on your industry, jurisdiction, and specific circumstances. You are strongly encouraged to seek independent legal advice from a qualified Australian legal practitioner before acting on any information or implementing any document or process based on this guidance.

To the maximum extent permitted by applicable Australian law, no liability is accepted for any loss, damage, or consequence arising directly or indirectly from the use of, or reliance on, any information or materials provided.
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1. Purpose

This Recruitment Policy sets out the principles, process, and responsibilities that [Company Name] follows when attracting, selecting, and onboarding new employees. It is designed to ensure that recruitment is conducted fairly, consistently, and in compliance with all applicable laws, including the Fair Work Act 2009 and relevant anti-discrimination legislation.
Our goal is to recruit the best-qualified candidates who align with our values and contribute to a diverse and inclusive workplace.
2. Scope
This policy applies to:
1. All permanent, fixed-term, casual, and contractor recruitment activities
1. All employees involved in hiring decisions, including hiring managers, interview panels, and HR staff
1. Both internal promotions and external appointments
3. Equal Opportunity & Diversity, Equity and Inclusion (DEI)
[Company Name] is committed to equal opportunity employment. We do not discriminate on the basis of age, sex, gender identity, sexual orientation, race, ethnicity, religion, disability, pregnancy, family responsibilities, or any other attribute protected by law.
3.1 Inclusive Hiring Practices
We actively work to reduce unconscious bias throughout our recruitment process:
1. Job advertisements use inclusive, gender-neutral language
1. Selection criteria are based solely on the skills, experience, and attributes required for the role
1. Interview panels are encouraged to reflect diverse perspectives where practical
1. Reasonable adjustments will be made for candidates with disability upon request
3.2 Diversity Targets
Where appropriate, [Company Name] may set aspirational diversity targets for specific roles or teams. These targets are aspirational only and do not override merit-based selection. All shortlisted candidates must meet the minimum role requirements.
4. Internal vs External Hiring
4.1 Internal First Approach
Before advertising externally, hiring managers should consider whether a suitable internal candidate exists. Internal recruitment supports career development, retains organisational knowledge, and rewards performance. Current employees are encouraged to apply for advertised roles.
4.2 When to Recruit Externally
External recruitment will be considered when:
1. No suitable internal candidate can be identified
1. The role requires specialist skills not currently available in the organisation
1. There is a strategic need to bring in new perspectives or capabilities
4.3 Simultaneous Advertising
Roles may be advertised internally and externally at the same time. Internal applicants will be given fair consideration but are not automatically preferred over external candidates.
5. Job Posting & Advertising
5.1 Approval to Recruit
Before any recruitment commences, the hiring manager must obtain written approval from their direct manager and the People & Culture team. Approval must confirm that:
1. The role is within approved headcount and budget
1. A current, accurate position description (PD) exists for the role
1. The recruitment approach (internal/external/both) has been agreed
5.2 Position Descriptions
Every role must have a position description that clearly outlines:
1. Role title, reporting structure, and employment type
1. Key responsibilities and accountabilities
1. Essential and desirable selection criteria
1. Salary band or range (where appropriate)
5.3 Advertising
Job advertisements must be accurate, professional, and consistent with our employer brand. Advertisements must:
1. Be reviewed by People & Culture before posting
1. Include an equal opportunity statement
1. State the closing date for applications
1. Not contain criteria that are indirectly discriminatory
Approved advertising channels include our careers website, LinkedIn, SEEK, industry-specific job boards, and referral programs. Use of recruitment agencies requires prior approval from the People & Culture Manager.
6. Interviewing & Selection
6.1 Shortlisting
Shortlisting must be conducted against the selection criteria set out in the position description. A minimum of two people should be involved in shortlisting for roles at Team Leader level and above. All shortlisting decisions must be documented.
6.2 Interview Process
Interviews should be structured and consistent. All candidates for the same role should be asked the same core questions. The recommended interview process for most roles is:
1. Stage 1: Phone or video screen (30 minutes) – conducted by People & Culture or the hiring manager
1. Stage 2: Structured panel interview (60 minutes) – minimum two interviewers including the hiring manager
1. Stage 3 (if applicable): Technical assessment, presentation, or second interview
6.3 Interview Questions
Questions must relate directly to the role requirements and must not touch on personal characteristics protected by anti-discrimination law (e.g. plans for children, religious observance, health status). People & Culture can provide an approved question bank on request.
6.4 Assessment & Documentation
Interview panels must score candidates against agreed criteria using a standardised scoring guide. Notes must be taken and retained in a confidential recruitment file for a minimum of 12 months. Hiring decisions must be based on merit and documented rationale.
7. Background Checks & References
7.1 Reference Checks
A minimum of two professional reference checks must be completed before an offer is made to any preferred candidate. References should be obtained from direct supervisors or managers where possible. Character references are not accepted as a substitute for professional references.
Referees will be asked structured questions relating to the candidate's performance, work style, and suitability for the role. Reference check notes must be documented and retained on file.
7.2 Pre-Employment Checks
Depending on the nature of the role, the following checks may be required:
1. Right to work verification (mandatory for all hires)
1. National Police Check (required for roles involving vulnerable populations, finance, or significant trust)
1. Working with Children Check (where applicable)
1. Qualification and credential verification
1. Bankruptcy or credit check (for senior finance roles only)
All pre-employment checks must be completed before the candidate's start date. Offers are conditional on satisfactory completion of required checks. Results are handled in accordance with our Privacy Policy.
8. Offers & Onboarding
8.1 Making an Offer
Verbal offers may be made by the hiring manager following panel consensus, subject to satisfactory pre-employment checks. A written letter of offer and employment contract must be issued by People & Culture within two business days of a verbal offer being accepted.
Employment contracts must be reviewed and approved by People & Culture before issue. Hiring managers must not commit to terms outside the approved salary band without prior written approval.
8.2 Negotiation
Salary negotiation must occur within the approved salary band for the role. Any exceptions require written approval from the People & Culture Manager and the relevant General Manager or equivalent.
8.3 Onboarding
A structured onboarding experience is critical to retention and early performance. The hiring manager is responsible for:
1. Preparing a 30/60/90 day onboarding plan prior to the new employee's start date
1. Ensuring IT equipment, system access, and a workspace are ready on Day 1
1. Scheduling introductions to key stakeholders and team members in the first week
1. Assigning a buddy or mentor for the first 90 days where appropriate
People & Culture will conduct an onboarding check-in at 30 days and a formal 90-day review with the new employee to support their transition.
9. Roles & Responsibilities
	People & Culture
	Policy ownership, process oversight, offer documentation, compliance, and record keeping

	Hiring Manager
	Approval request, role brief, shortlisting, interview, and onboarding execution

	Interview Panel
	Structured assessment, documented scoring, and confidential treatment of candidate information

	General Manager
	Budget and headcount approval; sign-off on salary exceptions

	All Staff
	Treating all candidates with respect; maintaining candidate confidentiality


10. Confidentiality & Privacy
All candidate information, including applications, interview notes, reference checks, and background check results, is strictly confidential and must be handled in accordance with the Privacy Act 1988 (Cth) and [Company Name]'s Privacy Policy.
Candidate information must not be shared with anyone not directly involved in the recruitment process. Files must be stored securely and destroyed in accordance with our records retention schedule.
11. Non-Compliance & Policy Review
Any breach of this policy may result in disciplinary action, up to and including termination of employment, depending on the nature and severity of the breach.
This policy will be reviewed annually by People & Culture, or earlier if there are material changes to legislation, the organisation, or our workforce strategy. All changes must be approved by the executive team before taking effect.
12. Related Documents
1. Position Description Template
1. Interview Scoring Guide
1. Reference Check Form
1. Letter of Offer Template
1. Employment Contract Template
1. Onboarding Plan Template
1. Privacy Policy
1. Equal Opportunity & Anti-Discrimination Policy
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