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RECRUITMENT IN THE ACT PUBLIC SERVICE

Context

Recruiting people with right skill set to the ACT Public Service (ACTPS) is essential to delivering high quality and responsive services to the ACT community and serving the government of the day.

The ACTPS is a unique organisation with interesting and diverse work opportunities and competitive remuneration and conditions.  One of the most unique elements of the Service is that as the ACT is a relatively small geographical area; staff are able to see real and immediate outcomes from their work with the benefits being delivered direct to the ACT community.  

Purpose

The primary purpose of the ACTPS recruitment package is to support ACTPS agencies in managing recruitment activity.  The document provides general information on the legislative employment framework of the ACTPS and suggests best practice models and practical tips for agency recruitment activity. 

In recognition of the diverse occupational grouping and some variations in the legislative employment framework of the ACTPS, this document does not prescribe mandatory processes, unless references are to legislative requirements.  

While many of the procedures are similar, the ACTPS recruitment package does not deal with the Executive employment legislative framework or recruitment.  For information on Executive recruitment, please contact staff of Executive employment and Policy on (02)6207 7844.
How to use the recruitment package

As ACTPS agencies are responsible for recruitment, ACTPS agencies should utilise this document to update agency based recruitment policies and practices.

ACTPS employees may use this resource to assist them with recruitment activity but must ensure that processes comply with the legislative employment framework relevant to their agency.  This can be achieved by referencing agency based policies or seeking advice from the relevant agency human resources area (HR area).


Structure of the recruitment package

The ACTPS recruitment package is comprised of three parts:

Part One:
Recruitment Framework in the ACT Public Service

This Part provides information on the establishment of the ACTPS and the legislative employment framework.  The Part focuses on essential recruitment principles and contains contacts for further information.

Part Two:
Best Practice Recruitment

This Part details key policy and procedural issues and the recruitment methodology, such as attraction, assessment and selection, and also includes hints and tips to assist in managing these processes.

Part Three:
Attachments

Helpful hint

This document uses hyperlinks to assist you to view referenced material quickly; (a hyperlink looks like this: hyperlink).  If you are viewing this document in hardcopy form there is a list of references at Attachment L.
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PART ONE:

RECRUITMENT FRAMEWORK IN THE ACT PUBLIC SERVICE

This Part provides information on the legislative employment framework of the ACT Public Service, essential recruitment principles and contact details for further information.

Legislative Employment Framework

1. On 1 July 1994, the Public Sector Management Act 1994 (ACT) (the PSM Act) was passed to introduce a legislative employment framework for the new ACTPS.  
2. The main elements of the ACTPS employment legislative framework include:

· Public Sector Management Act 1994 and Management Standards (PDF file);

· Agency Certified Agreements; and

· Template Agreement comprising Part 1: Common Core Conditions and Part 2: Agency specific conditions;

· Non Template Agreements (occupational specific agreements); 

· Awards.

3. The Human Rights Act 2004 (ACT) requires that all ACT legislation, including the PSM Act, must be interpreted consistently with human rights as far as possible.  Relevant human rights include recognition and equality before the law, protection of the family, privacy, and taking part in public life (having equal access to appointment in the public service).
4. Other laws such as those dealing with discrimination, occupational health and safety, workers compensation and privacy also regulate aspects of the employment framework.
Public Sector Management Act and Management Standards

5. The Public Sector Management Act 1994 (the PSM Act) establishes the ACTPS and sets out general provisions (e.g. values and principles) and primary employment issues including categories of employment, promotion, transfer, appeal and review mechanisms and discipline.

6. The PSM Act is supported by the Public Sector Management Standards (PDF file) (subordinate law).  The Standards must be consistent with the Act.  If any inconsistency arises, the PSM Act prevails. 

Agency Certified Agreements

7. Certified Agreements are made under the Commonwealth Workplace Relations Act 1996 (the WR Act).  While ACTPS certified agreements are agency based, government policy requires that agencies adopt a centrally negotiated template agreement as part of their agency agreement.  The template agreement includes a set of core conditions for staff in the administrative, professional, technical, general service officer and ambulance classifications, which forms Part One of the agency Certified Agreement.  Part Two of the agency agreement includes agency specific conditions.
8. Occupational specific agreements, which cover nurses, doctors, teachers and fire-fighters are not required by government policy to incorporate the template into their agency agreement but may adopt all or part of the template agreement. 
9. Any Australian Workplace Agreements (AWAs) are also made under the Commonwealth WR Act.
Awards

10. Awards are made under the WR Act. Under that Act, awards can only contain specified allowable matters and are limited to minimum entitlements.

Employment Framework Hierarchy 

11. The PSM Act and Management Standards (PDF file) are subordinate to Certified Agreements and Awards.  This is because Certified Agreements and Awards are Commonwealth laws, which override inconsistent ACT laws.
12. The following diagram represents a basic view of the employment framework.

Certified Agreements (including Australian Workplace Agreements)
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13. The framework can be complicated and often requires that all of the above sources are consulted.  Some examples of how to apply the framework are included at Attachment A to better clarify how the employment framework hierarchy operates.  As noted above awards are limited to minimum entitlements on a small number of allowable matters.  If a condition is listed in the award but more generous entitlements are available under the PSM Act, the more generous provisions in the PSM Act apply.  Awards are not intended to reduce more beneficial entitlements. 

Principles of Recruitment

14. Good government requires a public service which is highly competent and responsive, politically impartial, and has high standards of integrity to meet the needs of the ACT community. 

15. The recruitment principles underpin good government, with the fundamental principle that selection is made on merit and based upon fair and open competition without bias or prejudice.  
16. The principles of merit, equity and diversity and procedural fairness are integral to recruitment processes in the ACTPS.  Further information and practical illustrations about these principles are included in Part 2 of this document on Best Practice Recruitment.
Merit

17. Merit is the foundation for employment in ACTPS.  Section 65 of the PSM Act provides: 

the selection of a person……is made on the basis of an assessment of the relative efficiency of the several applicants having regard to the nature of the duties to be performed and the abilities, qualifications, experience, personal qualities and potential for development of the several applicants that are relevant to the performance of the relevant duties as the case may be. 

18. Applying the merit principle is important to ensuring that the best available person for the job is selected based on individual merit and regardless of any attribute (e.g. sex, parent or carer status, pregnancy, relationship status, age etc) that constitutes unlawful discrimination under the ACT Discrimination Act 1991 (See Attachment J).  Secondly, to ensure selection is transparent and can be justified, conflicts of interest must be avoided (i.e. where the applicant is a friend or relative).  See further Paragraph 47.

Merit requires:

i. job opportunities are publicised so that there is a reasonable opportunity for members of the community to apply for the position;

ii. selection is fair and objective at each stage so that there is no patronage, favouritism or unjustified discrimination in the decision making process.  Fairness underpins a selection process; 

iii. that those appointed have the necessary skills and competencies for the position;

iv. we choose the best candidate for the job;

v. we can demonstrate that we have applied the recruitment principles by taking these steps, and therefore can justify the recruitment decision.

19. Merit also recognises special programs and provisions which may be implemented to ensure that particular groups are encouraged to apply as set out in section 65(3) of the PSM Act.  Section 27 of the ACT Discrimination Act recognises the need for lawful special measures that ensure members of relevant classes of people, such as people with a disability, have equal opportunities with other people or have access to facilities, services or opportunities to meet their special needs (this approach is sometimes called an ‘affirmative action program’).
20. The ACTPS Employment Framework for People with a Disability targets the recruitment, employment, training and support, promotion and retention of people with a disability within the ACTPS.  The Framework is a whole of government strategy encompassing all ACTPS agencies. The Disability Framework is available at the PSM website.  For more information about the recruitment of  people with a disability see Attachment K.
21. The draft Aboriginal and Torres Strait Islander Strategy targets the recruitment, employment and retention of Aboriginal and Torres Strait Islanders at all levels in the ACT Public Service.  The draft Strategy is available from the Office of Aboriginal and Torres Strait Islander Affairs in the Chief Minister’s Department. For contact details and recruitment to Aboriginal and Torres Strait Islander identified positions, see Attachment I.
22. Other processes in the legislative frameworks may modify how merit principle operates however no provisions should reduce the general principles of merit, opportunity and fairness.  For example, some agency certified agreements include a provision that allows for promotion to a position after a person has occupied that position for 12 months but only where an initial merit process was undertaken for the person to occupy that position in the first place.


Equity and Diversity

23. Equity and diversity in recruitment ensures everyone is given equal opportunity to compete with others for positions, and not be denied employment opportunities because of discrimination based on any of the attributes (such as age, pregnancy, race, sex, status as a parent or carer etc) under the ACT Discrimination Act (see Attachment J).  This may require special measures in response to individual differences to ensure that persons with any of those attributes have equal opportunity with other persons.  

24. Recruitment must be fair and transparent, and allow persons to equally compete for positions.  In this sense, equity does not mean all people are treated the same.  Equity is about a fair go for all.  Diversity is about recognising and embracing differences to create an inclusive workplace environment that uses and values the talents, abilities and contributions of all people.  Further information about equity and diversity can be found in the Equity and Diversity Toolkit available at the: PSM Website


Fairness

25. Applicants have a right to fair and unbiased consideration of their application.  Certain selection decisions may also be subject to an internal review based on the processes leading to the decision under agency certified agreements (template agreement of core conditions).  A lack of fairness would be an influencing factor in determination of internal review.  

26. For further information see Fairness in Part 2 of this document.


Efficiency 

27. All elements of the recruitment process should be carried out in a timely manner supported by clear procedures and processes.  Efficiency does not mean a speedy process that compromises consistent, appropriate unbiased and merit based assessment. 


Further information

28. Employees (including managers) should seek advice from their relevant HR area.

29. ACTPS HR areas that require further information on the ACTPS recruitment package should contact:

· staff of the Employment Policy and Workplace Relations, Industrial Relations and Public Sector Management Group for matters related to the legislative employment and recruitment framework:

· Assistant Manager, on (02) 6205 0406 or

· Senior Policy Advisor, on (02) 6207 1255 

OR

· Strategic Human Resources, Industrial Relations and Public Sector Management Group for matters related to the recruitment methodologies:

· Manager, on (02) 6207 8700 

· Email: psm@act.gov.au
PART TWO:

BEST PRACTICE RECRUITMENT

This Part details key policy and procedural issues and the recruitment methodology, such as attraction, assessment and selection, and also includes practical hints to assist ACTPS agencies in managing these processes.

Note: Staff involved in the recruitment process should check with the relevant HR area for agency specific procedures and any differences in the employment legislative framework.
Introduction

30. People are the most important asset of any organisation.  Accordingly, the success of an organisation depends on employing persons with the right skills and abilities.  It is important to invest time and energy into recruiting staff as good selection decisions ensure that the ACTPS has the best people to provide services to the ACT community. 

31. Part Two of the recruitment package:  

· sets out the fundamentals of the recruitment and selection process, including the key players in recruitment and their roles and responsibilities; 
· provides best practice guidance to ACTPS agencies on recruitment and selection, including examples; 
· assists those involved in recruitment to follow a structured and systematic process of selection to make more effective selection decisions, maximise use of available resources, and minimise costly errors; and 
· suggests practical tips at various stages of the process. 
Key Recruitment Issues and Players

Recruitment responsibility 

32. ACTPS agencies and statutory authorities are responsible for the employment of staff under the PSM Act.  As such, it is the responsibility of the Agency Chief Executive (i.e. person with agency responsibility) or delegate to establish recruitment processes and procedures that accord with the legislative employment framework.  This package will assist ACTPS agencies in managing this responsibility. 

33. Agency HR areas support and advise on the recruitment process, and often manage elements of the recruitment process.  However, much of recruitment action occurs at agency line areas as this is where the position vacancy occurs or new positions are created.  Delegates, members of selection committees and those involved in recruitment need to familiarise themselves with the legislative and procedural requirements of the recruitment and selection process before commencing a process.  Advice should be sought from HR areas about local processes and the employment framework.  Many agencies have detailed recruitment manuals for delegates and selection committees.


Role of Industrial Relations and Public Sector Management Group

34. The Industrial Relations and Public Sector Management Group is a central employment policy, industrial relations and strategic HR area for the ACTPS.  The Group administers, among other things, the Public Sector Management Act 1994 and Standards and is responsible for developing and negotiating the template agreement of core conditions.

35. The Group provides advice to ACTPS agencies on whole-of-government employment and industrial issues.  The Group is not generally available to provide advice to managers or other employees.  Managers and other staff should seek advice from their HR area.

Role of the Delegate and Selection Committee

Delegate

36. The delegate has umbrella responsibility for the administration of the recruitment and selection process and considers the recommendation of the selection committee.  The delegate makes the formal decision to fill the vacancy; he/she appoints and/or promotes the selected applicant.  

37. The delegate is not normally a member of the selection committee.  There is no legislative barrier to the delegate being part of the committee but care must be taken to ensure no actual or perceived conflict of interest occurs.  In instances where it is necessary for the delegate to be part of the selection committee, it is necessary to ensure clear, transparent and accountable process is followed.  For example, if the delegate is also a referee, the delegate should complete the referee reports before the formal assessment process.


Selection Committee

38. The selection committee is responsible for the recruitment process from the development/ updating of the selection criteria, in consultation with HR areas, to assessing applicants and making recommendations to the delegate (noting that the manager in consultation with the HR area is primarily responsible for the selection criteria).

39. Selection committees should maintain a close liaison with the delegate bringing to his/her attention any concerns regarding the process from when the vacancy arises to the final recommendation and subsequent feedback to applicants.  In some circumstances it will be necessary to consult the delegate after the process has commenced.  Examples would include choosing an expensive assessment option, small fields or exploring issues around reasonable adjustment.
40. It is highly desirable that selection committee members are trained.  Therefore committee members should also avail themselves of opportunities to participate in courses when advertised, though it may be that available training is specific to elements of the recruitment process (e.g. discrimination and privacy training). 

41. Agencies considering offering recruitment training should consider providers who can devise courses specifically for the ACT Public Service. For example, the Institute of Public Administration Australia can tailor courses to suit the needs of your agency. 

42. Further, the ACT Human Rights Office, for example, offers public education and information services about ACT anti-discrimination and human rights law.  See Attachment J for contact details.

43. Further information about the role of selection committee can be found in Part 2, Stage Four- Assessment.


Recruitment issues

44. As outlined in Part One of this package, the ACTPS is committed to a process of selection based upon the following values: 

· merit;
· competitiveness; 
· fairness and transparency (procedural fairness);
· equity and diversity; and

· efficiency. 

45. Staff involved in the recruitment process must be familiar with these requirements and how they affect the recruitment process.  The following expands upon the principles set in Part One with a practical recruitment focus.

Merit Selection 

46. The purpose of merit selection is to ensure the most suitable available person is selected for the ACTPS on the basis of job related criteria.  All selection decisions should be based on an assessment of the merit of the applicants and assessed objectively on the evidence obtained.  All such decisions need to be able to withstand scrutiny and be publicly defensible. 


47. Competitiveness 
48. It is important to make an effort to attract sufficient applicants for any position to enable a competitive selection process to be undertaken.  If an insufficient number of qualified candidates apply, it becomes difficult to benchmark the competencies of candidates.  While not always possible, a larger field of candidates allows a selection committee to gain greater insight into the range of knowledge, skills and abilities in the current labour market.  This increases the likelihood that the best person will be selected for the position.  
49. When developing a recruitment strategy, managers should be mindful of what measures they need to take to ensure a competitive field and be prepared to readvertise if necessary. 

Fairness 
50. Applicants are entitled to a fair process and unbiased assessment.

51. There are also avenues under most agency certified agreements (template agreement)for eligible employees to seek internal review for the processes leading to decisions about certain selection decisions.  A lack of fairness would be an influencing factor in the determination of this review.  

52. The principle of fairness is progressed when selection decisions are made with expertise and observe the following:  
1) Absence of Bias 
Selection Committees and Delegates need to avoid any real or perceived biases or conflicts of interest.  It is important to ensure any conflict is declared and documented before the selection process commences.  For example, if a referee is a member of a selection committee, the referee report should be provided before the formal assessment process (e.g. interview).

2) Evidence to Support a Position 
The decision and therefore the report supporting the decision must be based solely on facts or information, rather than personal opinion, gossip or innuendo.  Irrelevant information must not be taken into account nor should committees fail to take account of relevant information.  Additionally all facts or information taken into account in recommending the decision, must be recorded the report and supporting documentation. 

3) Inquiry into Disputed Matters 
If any issue is disputed by an applicant (e.g. referee report), the selection committee is obliged to properly examine the issues before making a recommendation to the delegate.  In the case of referee reports containing adverse comment , the applicant must have the opportunity to see, and comment on, the report before it is submitted. 

4)
Fair Hearing 
Potential applicants have the right to a fair hearing, including genuine consideration of their application.  It should be clear to potential applicants what process is being used, the criteria for making the decision, and the information on which the decision will be based (e.g. letting people know if the decision could be based on application and referees reports alone).  Potential applicants must also have a reasonable opportunity to respond (e.g. time to apply, time to attend interview). 

Equity and Diversity
53. As set out in Part One, equity is about a fair go for all.  Equity in recruitment will enhance the ability of the Government to respond to the values and diversity of the community it serves.  The commitment to equity and diversity is reinforced in the Discrimination Act 1991 (ACT) and PSM ACT.  

54. The principles of equity and diversity should be integrated into all stages of the recruitment and selection process to ensure all jobs are open to all people on the basis of merit.  This means that personal attributes listed in the ACT Discrimination Act (See Attachment J) must not prevent them for being properly considered for the job or adversely affect their appointment prospects. 
55. Merit also recognises special programs and provisions which may be implemented to ensure that particular groups are encouraged to apply as set out in section 65(3) of the PSM Act.  
56. Particularly for disabled workers, reasonable adjustment may be necessary to facilitate employment opportunities.  Reasonable adjustment means changing some feature of the work situation to ensure equity.  For example, it could mean adjusting access to buildings and rooms, modifying equipment, re-designing jobs or work areas and implementing more flexible work practices, such as part-time work.  For further information about employment of people with a disability see Attachment K
57. The ACTPS Employment Framework for People with a Disability, as a whole of government strategy, requires each agency to scrutinise their operations and identify opportunities to redress potential barriers while creating opportunities for more inclusive practices.  At times, this will require organisations to challenge traditional approaches by establishing more contemporary and innovative HR practices.  The Disability Employment Framework is available at the PSM website.  For further information about employment of people with a disability  see Attachment K
58. The draft Aboriginal and Torres Strait Islander Strategy targets the recruitment, employment and retention of Aboriginal and Torres Strait Islanders at all levels in the ACTPS.  Part of the strategy is that each agency must scrutinise their operations and identify opportunities to redress potential barriers while creating opportunities for more inclusive practices.  The draft Strategy is available from the Office of Aboriginal and Torres Strait Islander Affairs in the Chief Minister’s Department.  For contact details and recruitment to Aboriginal and Torres Strait Islander identified positions, see Attachment I.
59. If recruitment processes do not reflect unbiased selection based on these principles, complaints of discrimination could be made by applicants under the ACT Discrimination Act.

Efficiency 

60. All elements of the recruitment process should be carried out in a timely manner.  Delays are potentially distressing to applicants and stressful for employees required to compensate for the vacant position.  Delays may also mean the best applicant becomes unavailable.  A flowchart and checklist (attached) for the recruitment and selection process have been developed to assist in a timely recruitment campaign. 

61. The resources allocated to recruitment processes must be appropriate to the level of the position and the potential cost to the organisation of a poor outcome.  A comprehensive recruitment campaign may not be necessary or appropriate for engaging employees with readily available skills.  Similarly, it is false economy to be overly frugal about a selection process when the overall cost of a poor decision would be greater than the cost of a more exhaustive selection.  Poor recruitment decisions can incur costs for further recruitment, induction and training, employee burnout, lost opportunities, impaired reputation, impaired morale and loss of other valued employees.  Recruitment errors may also be adverse for the selected individual.

Aim of the Recruitment and Selection Process

62. The recruitment and selection process should:

· recruit high quality staff with the right skills to deliver the key objectives of the position, business unit and organisation; 
· ensure that equality of opportunity is considered as a fundamental part of recruitment practice, thus encouraging diversity; 
· promote the organisation by using recruitment activities as an effective public relations tool; 
· ensure that recruitment is based on merit and is fair and open; 
· ensure the recruitment process is efficient and cost effective; and 
· be continuously monitored, reviewed and improved in light of experience and information obtained from those involved in the process.
63. Selecting the best person for the job is not an exact science.  However, good selection decisions are more likely to be achieved if logical, agreed and transparent procedures are followed, and bias and prejudice are removed from the process.  A process that maximises the applicant pool, and mitigates barriers to the recruitment and selection of the best person, will greatly enhance a successful recruitment outcome.
Stages of the recruitment process:
64. The following sets out the key procedural and policy issues at each stage of the recruitment process: 

Stage One:
Need to recruit;
Stage Two:
Define;

Stage Three:
Attraction;

Stage Four
Assessment;

Stage Five
Selection; and

Stage 6
Pre-employment checks.

STAGE ONE: NEED TO RECRUIT?

65. Once the need to recruit is identified, planning the recruitment and selection process before advertising assists to present a professional image to the ACT community and potential candidates.  Planning also contributes to the quality and efficiency of the recruitment and selection process. 

Identify vacancy and establish the need to fill 
66. A vacancy presents an opportunity to re-examine the duties, responsibilities and classification of a job, as well as considering restructuring or abolishing the position.  You should not assume that filling vacancies is the only or best option.  Before deciding to advertise and fill a position, the following points should be considered: 

· does the budget support filling the vacancy? 
· is there the possibility of retraining existing employees, and if necessary re-classifying those positions? 
· can the position be filled on a part-time or job share basis? 
· does the position need to be filled doing the existing duties, at the existing classification?
· will addressing workload issues enable re-distribution of work? 
· are you able to use an existing order of merit from a recent relevant selection exercise? 

67. Managers should examine current resources including people, skills and budget, to determine whether they could be used more productively.  Job redesign and work area review, in consultation with agency HR areas, are processes that can help to improve effectiveness and efficiency.  Where significant changes to work areas are proposed, consultation with staff and unions should occur.

68. Job design identifies the content of a position, how the job will be performed, where it is to be performed and the competencies required by the person who will perform it.  A well-designed job can help to maximise productivity and job performance.  Rather than looking at one position in isolation, a work area review will look at the objectives and the performance of a work area / business unit as a whole.  Correct job design also ensures that the selection committee is recruiting the rights skills to match the job and work area.

Establish method to fill

69. When a position becomes vacant and the need to fill has been established, the method chosen to fill may depend on whether the position is to be filled permanently or temporarily. 

70. When considering options to fill a position, managers should keep in mind the Government’s commitment to promoting permanent employment, and to minimise the use of consultants/contractors in the public service within the ACTPS.  The PSM Act and agency certified agreement (template) also place limits on the use of temporary employment; in that temporary employment can only be used where there is:

· no permanent officer suitable or available; or 
· the temporary employment is required for urgent or specialised work and it is not practical to use the services of an existing officer.
71. Once a decision is made to fill a vacancy, the following options may be available.  These options are based on the PSM Act, Management Standards and template agreement of core conditions.  Managers may need to consult the relevant human resources area to clarify any options that exist at agency level. 

72. Immediate consideration should be given to the placement of excess officers and/or unattached officers at level, i.e. for example, those unattached officers returning from leave should be considered.

73. Excess or potentially excess officers have preference for transfer to permanent or long-term temporary positions at their substantive classification.  Consideration in isolation applies only in the case of appointment to a position at the same substantive level.  Excess officers must still be suitable for the position and/or be suitable after reasonable timeframe Generally, a reasonable timeframe would be 3 to 6 months. 


Permanent filling
	Option

	Option 1 is most likely to be required, unless it is possible to use options 2 to 4.  Options 2 to 4 can generally only be used before a merit process is commenced.  Your agency may also have other options in the agency specific employment framework. (e.g. under Part 2 of the Agency certified agreement or an occupational specific agreement)

	Advertise the position in the Gazette and conduct a competitive selection process (merit) (note most position should be advertised in the Gazette as open to all eligible persons unless Section 47 applies)
Note: Where an officer (ie  permanent staff member) is successful and the position is at a higher level, this will result in a promotion under section 83 of the Act
	See sections 65 (merit) of the PSM Act and Section 46 applies: advertising 

	1. Place an excess officer at his/her substantive level who is assessed as suitable (or will be suitable within a reasonable timeframe; say: 3-6 months) for the position.  If no position is available at substantive level, the Chief Executive may reduce an officer in classification to place them in another position.  Note: reduction in classification is only an option where certain conditions are met.
This option should be considered first and record keeping should reflect this consideration.
	See Section N (Redeployment/ Redundancy) of the 2004-2007 Template Agreement

	2. Transfer an officer at his/her substantive level, without a merit selection process, provided the necessary consultations have occurred under the PSM Act
	See sections 83 and 94 of the PSM Act

	3. Promote an officer in certain circumstances to recurring and identical vacancies within the prescribed period or use an existing order of merit from a relevant selection process.  Promotion from Graduate Administrative Assistant (GAA) also falls into this category.
	See section 83(2) of the PSM Act and Section 52: selection process  

Section 454 applies: advertising vacancies 


Temporary employment
74. Some examples of where the need for temporary employment may arise include:

· a permanent employee is on leave or on temporary transfer;

· a new body of work is required for a fixed term or to complete a specified task;

· the work is adhoc and infrequent, which requires the use of casual employment.

	Option

	Except for casual employment, Option 1 should be applied first in order to meet requirements under the Template Certified Agreements and PSM Act to give preference to existing permanent officers.

	1. Make a temporary performance direction if the position is at level or higher duties
· If less than 6 months, place the most efficient person in the position;
· If more than 6 months, a merit process is required within the ACTPS.
	See section 100 of the PSM Act (directions to act) and clause 30.6 of the 2004-2007 Template Agreement (higher duties allowance).

	2. Hire a temporary employee by advertising the vacancy, using a temporary employment register or lodging the vacancy with an employment agency:

· Temporary employment registers must be advertised every 12 months and selection from a register of applicants on that register can only be made for temporary employment less than 12 months.
	See Section 50: merit and Section 78, pt 3.9 temporary employment 

.


	Temporary employment (continued)

	· Temporary employment for less than 12 months must be based on merit but does not involve all stages of the competitive selection process.

A competitive selection process involves:

· advertising; 

· written applications addressing all parts of the selection criteria;

· shortlisting of applications – this may involve using referee comments to assist in shortlisting;

· assessment process using applications and any other formal assessment method such as interviews; psychometric testing; practical skills testing, referee comments and so forth;

· written selection report to Delegate; and

· delegate approval of process and merit based decision.

Question: how does this vary when less than a competitive selection process can be used.

In a general sense, the assessment process is less detailed, for example, employees may answer an expression of interest by providing a one-page summary of experience related to the duties of the position.
	See Section 50: merit, Section 78, pt 3.9 temporary employment and Section 47: selection process


STAGE TWO: DEFINE 
Review Position Description 

75. Position descriptions are useful documents for a range of reasons including recruitment and selection processes.  Position descriptions are useful for position evaluation, induction of employees who are new to a job, performance planning and review, performance management, learning and career development, identifying learning needs and workforce planning.  All of these processes provide an excellent opportunity to review job descriptions to ensure that they are current and meet the needs of your business unit and workforce. 

Minimum Requirements 
76. Whenever a position is to be filled, consideration must be given as to whether the existing position description is sufficient to describe: 

· the intended duties of the position;
· the intended level of responsibility;
· the skills and/or experience required by the occupant of the position;
· any mandatory qualifications required by the occupant of the position. 
Note: Mandatory qualifications can only be required where a source of authority exists under industrial processes, e.g. classifications in awards and work level standards.  Otherwise qualifications can only be expressed as desirable in the position description.  (Significant care must be taken to verify qualifications before the employment of the successful applicant: see Attachment H: Pre-employment checks). 

· the need to satisfactorily meet other requirements such as physical fitness and other standards inherent to the nature of the job.


77. If the duties, responsibilities, and skills of the position have changed, managers must take the necessary action to vary the position description to reflect the contemporary nature of the position.   In doing this, managers must ensure that the work level is the same or that it is changed to reflect the value of the position.  The review of the duty statement should be completed before the position is advertised.  See Job evaluation 

Writing a Position Description 

78. In writing a position description, the goal is to convey succinct information that will be readily understood by someone who has never encountered the role.  The position description assists potential applicants to determine their suitability to apply for the job.  It also assists the deliberations of the selection committee. 

Determine what's involved in the role
79. Think about:

· what work needs to be done, not what work has been done before 

· how will the role contribute to the team and agency's outputs? 

· how is the role likely to change - in six months? In twelve months? 

· possible key performance indicators 

· possible selection criteria 


Determine whom you need in the role 

80. Ask yourself and your team:

· what qualifications and background would be important? (noting mandatory versus desirable qualifications: see stage two: minimum requirements) 

· what experience is needed to succeed in the role? 

· what is the blend of competencies required? 

· what work style would be useful? 

· what personal qualities are important? 

81. Writing style – handy hints 
· It is important that job descriptions do not contain discriminatory terms or result in a discriminatory outcome, both of which tend to exclude potentially good candidates from job opportunities.  Discriminatory language (to be avoided) includes references to age, gender, marital status etc.  Non-discriminatory language is used to include rather than exclude people and should be concise and accurate.  Using non-discriminatory language in job descriptions is workplace diversity in practice. 

· Detail not only what a position does, but also why it does it.  Explain how the position contributes to the business unit's success and progress and its context within the department and group in which it operates. 

· Write the position description in plain language, keeping to the point and avoiding use of jargon or acronyms that outsiders may not understand. 

· Ensure each of the key accountabilities and elements of knowledge, skills and experience are included and explained in full. 

· Avoid thinking about the qualities or attributes of someone who is currently or has previously performed the role.  

82. Two templates (Attachment D, Attachment E) are available to assist you in developing a position description 

Evaluate the position
83. Positions are to be classified using the ACTPS work level standards (WLS) to determine its relative classification.   WLS are available on the Public Sector Management website.

84. If the duties, responsibilities, and skills of the position have changed, or the position is a new position, or the relevant union or an employee has requested a review of classification, managers must take the necessary action to ensure the classification reflects the true nature of the position.  

Selection Criteria
85. The establishment of valid selection criteria is fundamental to an effective recruitment and selection exercise.  The absence of objective criteria would make it impossible to defend selection decisions and justify the selection advice to the delegate.  There may also be consequences in terms of defending decisions particularly against a claim of discrimination. 
86. The selection criteria developed should be precisely related to the needs of the job.  The job analysis and position description are used in the development of selection criteria.  The remainder of the recruitment and selection process revolves around the selection criteria developed.  Applications will be assessed against the selection criteria.  Interview questions, referee checks, selection tests and the final decision to employ (or not) an applicant revolve around the selection criteria. 

87. A selection committee, in accordance with Agency policies and/or consultation with the HR area, may weight the selection criteria for a position to reflect each criterion's level of importance to the satisfactory performance of the position.  

88. It is highly desirable that the selection committee be given the opportunity to comment on the selection criteria for the position before advertising the position.  This may depend on the expertise of selection committee members and advice should also be sought from the HR area.

Handy Hints 
89. The selection criteria should specify the competencies, knowledge, skills, attributes, experience, and/or qualifications required to achieve the objectives and accountabilities identified in the position description. 

90. Some points worth considering when developing selection criteria are: 

· ensure criteria are clearly defined and relevant to the position and the business unit. 
· keep the number of selection criteria to a minimum (i.e. 5-7 focus on what really matters for the role and the team.  Separate the critical from the ‘nice to have’, i.e. desirable criteria.) 
· avoid ambiguity and grouping unrelated competencies together. 
· specify the generic skills required for the job rather than specifying organisational specific knowledge and experience. 
· include a selection criterion requiring awareness of or commitment to key organisational values (e.g. workplace diversity, occupational health and safety, industrial democracy). 
· use selection criteria that are measurable so applicants can be assessed on how well they meet the criteria. 

· do not use discriminatory language such as age, gender, marital status etc. 
· do not overstate the qualifications/training required.
· exercise care in the selection of adjectives to describe the extent to which a particular attribute is required. (for example, ‘knowledge of...’, ‘extensive experience in ... ‘) 

· describe the skills and experience required but not the type of person who might have them, for example: Do use: “demonstrated ability to supervise administrative staff" :   Don't use: "minimum of 5 years supervisory experience", or "mature person with supervisory experience".

Key Expressions in Selection Criteria 
91. The selection panel uses the selection criteria to assess both the suitability and relative strengths of candidates, and ensure consistency in short-listing, interviewing and the reference checking.  Therefore, it is critical that there is a shared understanding of the terms used in the selection criteria.  

	Background in 
	Usually relates to an educational qualification or an area of specialisation 

	Awareness of 
	Familiar with the matter without any detailed knowledge 

	Knowledge of 
	Familiarity gained from actual experience or learning 

	Understanding of 
	More than knowledge, comprehension of the significance of a topic 

	Experience in 
	Practical skills acquired by performing the work, rather than theoretical knowledge or a belief in ability to perform the task 

	Ability to acquire 
	Demonstrate potential to acquire the skills, knowledge and abilities you by comparing them to relevant tasks or responsibilities undertaken in previous positions or through study. 

	Capacity to 
	Able or qualified to perform a task, may draw on transferable skills 

	Detailed/sound knowledge of 
	Thoroughly conversant with facts, principles and procedures and how to apply these to the job 

	Commitment to 
	Proven implementation and review of policies, principles and procedures 

	Demonstrated experience 
	Successfully performed the duty or used the skill in the past at the level required for the position.  Actual experience rather than potential to perform the duty is required.   Note: Using demonstrated experience precludes those who have not previously acquired experience working at the level you are recruiting to in a similar environment. 


Know your Selection Options

92. There are ranges of selection options that will give you confidence that you are selecting the right person for the right role.  Each option has advantages and disadvantages – understand these so you can make a decision about which options to choose.

93. Choose options that best assess the skills, personal qualities and knowledge needed in the role.  Ensure that the options are testing the competencies stated in the selection criteria.

What Makes an Effective Selection Option?
94. The selection process includes collecting, measuring, and evaluating information about applicants’ relative suitability for specified positions.  To increase the likelihood of hiring individuals who possess the right skills and abilities to be successful at their jobs, it is important to choose a selection option that is relevant to the competencies required for success in the role.  For example, some options are more suitable for assessing personal qualities than skills, while others are more useful in assessing an applicant’s knowledge. 

95. There is much more to an effective selection than conducting an interview.  You need to use a range of strategies to make an informed decision.  The selection methods need to be reliable.  This means that when used with different applicants or on different occasions, the outcomes should be the same. 

96. The methods chosen must be valid.  This means that judgements made from the method used should help to predict subsequent performance in the role. 

97. In using third parties in selection processes (for example a provider for psychometric testing), it is important to ensure that those third parties understand and apply the ACTPS requirements for merit, equity and diversity and do not breach the Human Rights Act 2004 or the ACT Discrimination Act 1991.

Predictive Validity 
98. No selection technique is 100% accurate in identifying whether or not an applicant will perform well in a particular role.  An indication of predictive validity for various assessment options is provided in the following discussion derived from the APSC “Getting it Right” recruitment guide.

99. Validity ratings of .30 or higher indicate a moderately strong relationship between the selection method and on-the-job performance.  Validity ratings of .50 or above indicate a strong relationship.  This is why it is important to use a number of selection options, not just one or two.

100. Research shows that behaviourally based interviews, work sample tests, ability tests, assessment centres and behavioural style questionnaires are all valid predictors of future performance.  Reference checks show some validity (.26), but are less useful as a single selection tool. 

Short Listing

101. There are different ways selection committees can shortlist applicants.  The most common of these is by selecting from written applications.  There are other options however, particularly when recruiting in bulk.  In these circumstances another short-listing tool, such as a cognitive ability test, might be more appropriate.  Before advertising/ implementation, The Commissioner for Public Administration must approve psychological and aptitude testing for recruitment purposes. See Attachment G for further information.

102. If possible, short listing should be undertaken during the week following the closing date for applications.  It is important that all members of the selection committee conduct the short-listing.  If, in exceptional circumstances, a member of the selection committee is unable to attend the short-listing, all applications should be made available to that member to ensure that all members concur with the outcome of the short-listing.  The committee can use their discretion around accepting (or not) a late application.  Advice on accepting late applications should be sought from the relevant human resource area.  Each request will need to considered on its merits.

103. Selection committees should establish some consistent standards against which claims against each criterion can be assessed.  These consistent standards should be kept in mind throughout the selection process.

104. Applications should be eliminated from the field in the following order: 

1) those ineligible for employment-: see, for example, section 68 of the PSM Act for eligibility for appointment;

2) those who do not possess the skills or experience stated in the advertisement; then if further short-listing is needed - owing to the volume of applications; 

3) those whose skills and experience are not competitive with those of other applicants. 

105. Care should be taken to : 

· include eligible applicants with overseas qualifications (these can be checked for acceptability before making a recommendation); 

· include people with a variety of relevant experience other than paid employment, such as voluntary work or experience gained through involvement in community-based activities; 

· include people with disabilities on the basis of their ability to perform the inherent requirements of the position and who may require work-related adjustments to do so.  Advice about feasible and reasonable adjustments should be sought from your human resource area;

· examine the resume carefully: it may provide information not addressed against a particular criterion;

· remember non public sector applicants may not follow the format now familiar to most already in the APS/ACTPS; and

· internal applicants should not be treated any differently to those outside the agency: there is no obligation to leave them on the shortlist if their claims do not justify it- even if they are on higher duties at the time.


Work Sample Test 

106. This provides information about an applicant’s ability to perform tasks which replicate the requirements of the role.  The focus is on skills applicants need to possess and applicants perceive them as fair, acceptable and appropriate.  It is a useful option as it is generally easy to relate performance on the test to performance in the role.  Some examples are: 

· group exercise - looks at how applicant’s work with other people, in particular examining your influencing, communication and teamwork skills. 

· fact-finding exercise - looks at an applicant’s ability to interact with someone else and obtain information from him or her. 

· role-play - usually involves an assessor acting as an applicant’s client or customer in a simulation of a negotiation exercise, interview or performance appraisal.  Applicants should be given a briefing before the exercise starts. 

· in tray exercise - these comprise a selection of letters, memos and messages that may be received by the position holder.  Applicants are asked to respond within a time limit, demonstrating their skills in prioritising, decision making, organising, problem solving, communication and delegation. 

· presentation - the presentation is a chance to show an applicant’s ability to communicate to a group of people.  Applicants can be given the topic on the day and will have time to prepare.  You may also decide to give the topic a number of days before the assessment day so applicants can be prepared when they arrive.  

When to Use 
107. When it can be assumed that the applicants to be tested already have job knowledge and/or skills relevant to the competencies to be assessed.

How to Use 
108. Determine whether a work sample test is likely to help define and measure a critical element of the role.

109. Design a simulation, which specifically replicates a relevant work situation that the applicant is likely to encounter in the role. 

How useful is it? 

110. Predictive validity = 0.54 

Ability tests 
111. Ability tests are specifically designed to assess an individual’s cognitive abilities, measure a candidate’s ability to think analytically and strategically, and can also assess their problem-solving abilities and verbal, numerical or abstract reasoning skills in relation to specific roles.  They can also measure leadership styles, technical ability, mathematical, comprehension and communication skills.  They are useful in that they are as free as possible from bias and prejudice, and it is very difficult for applicants to fake their results. 

112. Remember there is no pass or fail associated with people’s performance.  Rather, applicant’s scores are compared with scores of a sample of people drawn from an appropriate population, e.g. Australian managers or Australian graduates. 

113. The Commissioner for Public Administration must approve psychological and aptitude testing for recruitment purposes. See Attachment G for further information.

When to Use 

114. When skills such as problem solving and strategic thinking are critical competencies for success in the role.

115. When it is difficult to assess the skills associated with success in the role through more traditional methods (eg interview of reference check).

116. When you have access to trained staff to administer and interpret results.

How to Use 
117. Determine whether an ability test is likely to help define and measure a critical element of the role.

118. Choose a test that is relevant and appropriate for the specific competencies being assessed.

119. Use only when the cognitive abilities it is testing for are essential to the job.

120. Useful as a first step in bulk recruitment

How useful is it? 

121. Predictive validity = 0.51

Assessment Centres
122. An assessment centre is not an event but a process that can be used to get comprehensive coverage of personal qualities and skills to increase reliability of assessment.  This method combines a number of different selection methods that may last a couple of hours or one or two days.  The key features are:

· several applicants are observed either individually (eg ability testing) or together (eg group discussion) 

· assessment is via a combination of methods (eg structured interview + in-tray exercise + ability test) 

· There are usually multiple assessors 

123. Assessment centres can be tailored to each position and allows the selection committee to gain further insight as to the suitability of the applicants.  An assessment centre can include: 

· job simulations – involves candidates completing tasks that would be involved in the position they are applying for. 

· presentations – involves candidates giving prepared presentations on a particular topic.  This type of technique is often used in sales and training roles where speaking to groups and presenting information makes up a large part of their job. 

· psychometric tests –
Personality tests look at such things as leadership style, motivation, and personality type.  They allow the selection committee to gain further insight into how the candidate will fit into the team and culture of the organisation.  Psychometric tests facilitate comparison in that they are standardised and objective; each candidate is given the same questions, same time frame and the questions allow for objectivity. The Commissioner for Public Administration must approve psychological and aptitude testing for recruitment purposes. See Attachment G for further information.

· team exercises – are often used when communication and interaction skills are a key skill for a position.  It allows the selection committee to see how candidates interact in a team environment. 

· role-plays – allows the selection committee to see how a candidate performs in a hypothetical situation that may occur as part of the position.  It is effective in demonstrating a candidate’s ability to think quickly and logically. 

124. The use of multiple techniques allows the weaknesses of any particular method to be compensated for by the strengths of another, increasing the overall validity and predictive value of assessment.  However, assessments centres can be costly, can be more time consuming because procedures usually take two or more days to complete and they require expert assessors with considerable skill and expertise.  They can be particularly costly and time consuming for bulk recruitment exercises.

125. The benefits of using an assessment centre as part of the selection process includes: 

· assessment centres have the highest reliability and validity of different selection techniques, 

· it facilitates comparison of candidates; 

· indicates the candidates strengths and weaknesses in relation to the specific role; 

· ensures objectivity and a merit selection process; 

· allows for further differentiation between closely ranked candidates; 

· gives the selection committee an opportunity to view on-the-job results; 

· allows the selection committee to see how the candidates will fit into the organisational culture and team; and 

· it allows you to observe a candidate’s leadership and interpersonal style. 

126. Assessment Centres are offered by several recruitment agencies and consultants in the area and can take as little as two hours.  Costs for assessment centres vary in regards to the provider and type of assessments required.



When to Use 

127. When the nature or complexity of the role requires there to be at least four selection options used.  Most suited to group recruitment, regular recruitment exercises, senior roles, or roles where there have been retention issues.

128. Designing and implementing assessment centres takes time for the line manager, assessors and the applicants.

129. Particularly useful for management positions. 

How to Use 
130. Consider the role description and competencies.

131. Clarify the objectives.

132. Design and develop the activities to be assessed based on the critical competencies for the role taking care to enlist the assistance of qualified and experienced people when doing so.

133. Ensure assessors are properly trained. 

How useful is it? 

134. Predictive validity = up to 0.5

The Interview 
135. Research indicates that interviews are problematic and often over relied upon by selection committees.  It is a complex area and one where training is of great assistance.  Many aspects of interviews are best dealt with in an interactive and role playing context.  Staff are encouraged to be involved in such training.  Selection committees should take considerable care in preparation for and conducting of interviews.

136. The structured interview has been found to have a greater predictive validity than that of an unstructured interview.  It is called a structured behavioural interview because the principal questions or areas for questioning to be addressed in the interview are pre-determined in line with the selection criteria.  The interview can also include a strategy or method for scoring and comparing the answers of interviewees.  This contrasts with an unstructured interview where the questioning is unsystematic and the coverage can vary widely from one applicant to another.
137. Selection interviews can be prone to bias and often have very limited effectiveness as predictors of on-the-job performance.  ‘Structured’ or behaviourally based interviews seek to improve the rigour, accuracy and fairness of the interview process. 

138. In a structured interview the interviewer asks very specific, targeted questions to gather information relevant to key competencies.  The rationale for this approach is that past behaviour is the best predictor of future behaviour.  Judgments are formed by evaluating the evidence from an applicant’s response against the chosen competencies, rather than by comparing applicants on the basis of overall impressions.  

How to write Behaviourally Based Questions
139. Interview questions should relate directly to the selection criteria; be clear and unambiguous and facilitate comparison between applicants.  Open-ended behaviourally based questions are used to draw out a detailed description of what the applicant did, said, thought and felt about a particular situation or event that they have chosen to talk about.  These questions specifically probe their work-related experience, skills and expertise.  By asking very detailed questions about the applicant’s thoughts, feelings and actions in past situations, the interviewer gains clear evidence about whether the applicant has strength in the competencies that they are seeking. 
140. In a behavioural interview we seek to find out what happened, and the role that the individual played in what happened.  What did they actually do and experience?  The questions don’t focus on the future, what might have happened, or on hypothetical scenarios.  The other important aspect of behaviourally based questions is a focus on behaviours that are going to be important for the role in question.  So what makes a behavioural question behavioural? 

141. The first key to behavioural questioning is to ask about a specific situation.  In this way you can probe for specific behaviours.  Behavioural questions start with phrases such as “Tell me about a time when…” or “Describe a situation where….”. In both of these examples the interviewee is being asked to reflect on a particular event or situation. 
142. The second key to behavioural questioning is to ask for events that are relevant to the role.  Refer back to the competencies that are important.  For example, if project management is important, a question you might ask is “Tell me about a time when you planned and managed a project from start to finish”. 
143. So, what makes an effective response to a behavioural question?  Let’s take the competency initiative. A question is posed: 

“Give me a recent example of a time where you showed initiative”. 
What were the circumstances? In what way did you show initiative?  What was the outcome?” 

144. So, what kind of information would you be looking for? 

Essentially, you want to understand to what extent the applicant has taken responsibility for their own actions and made decisions without referring to others.  You would want to understand to what extent the applicants have acted on their own initiative in the past. 
145. Sample behavioural questions (Attachment F) are available to assist you in the development of interview questions. 


Interview Structure 
146. As the selection process may daunt many applicants, it is important that you and the selection committee create an inclusive and relaxed atmosphere.  Careful thought should be given to seating, privacy, lighting etc.  Try and make the applicant feel relaxed before starting the interview.
147. Questions can be, and in many cases are, handed to the applicants for a predetermined period before the interview commences.  At interview, welcome the applicant.  Introduce those in the room including the role of the scribe if one is present.  Explain the role of the selection committee in the selection process.  Clarify how much time is available.  Other key points to cover include: 

· you will be focussing on the criteria most relevant to the role; 
· you will be asking them several questions designed to provide you with the information you need to make an informed decision about their suitability relative to other applicants; 
· all applicants will be asked the same questions.  However, you will probe in different directions dependent on the answers applicants provide;
· do not miss the opportunity to build on what you know rather than just have applicants regurgitate the application;
· you may cut their replies short at times when you have sufficient information; 
· say that you will be taking notes (it’s a good idea to provide them with pen and paper so they can do the same); 
· let them know that you will be using a rating system and what that rating system is; and 

· tell them there will be an opportunity to ask questions at the end of the interview. 
148. At the end of the interview make sure that you invite and answer the applicant’s questions and give them the opportunity to add any further points.  Clarify the next steps in the selection process.  

When to Use 
149. When personal qualities (eg initiative) and / or specific knowledge (eg technical knowledge) are important competencies in the role.

150. When it is reasonable to assume that applicants will have actual relevant experience to draw on.

How to Use 
151. When constructing questions, ensure they are phrased so applicants need to think of an actual situation, rather than being able to provide a hypothetical response. 

152. Ensure that each question (or group of questions) is relevant to one or more of the selection criteria.

How useful is it? 

153. Predictive validity = 0.35 when questions are well constructed.


Referee Checks 
154. Referee checks are often conducted during the last stage of the selection process. They may also take place at the short-listing stage.  The purpose is to explore an applicant’s previous work performance in relation to specific competencies of the role.  The focus is on what the applicant has done in the past.  References from past and present employers can be good predictors of future performance if used the right way. They should be structured around job-related questions. 

155. In addition to, or instead of, using written references, a verbal reference is more reliable, letting you probe and ask specific, targeted questions for the role.  Remember to take notes for writing up later.  As long as you comply with the Privacy Act 1988 (Cth), procedural fairness, and let the applicant know in advance, you may speak with referees in addition to those nominated by the applicant, such as previous managers who can provide information on the competencies of the applicant.  You are not obliged to speak to all referees nominated by the applicant.  

156. It is desirable that the full selection committee conducts a telephone interview with previous managers, direct reports, peers or clients however the chair of the selection committee may conduct the interview alone.  The practice of scribes obtaining referee reports on behalf of the selection committee is less preferable but where this occurs, the selection committee must be satisfied about the report before making a recommendation to the delegate.  It is important to provide the applicant with the opportunity to address any adverse comments.  Doing so ensures that you comply with the Privacy Act and procedural fairness. 

157. When conducting reference checks, there are several considerations that should be taken into account as follows: 

· that you ask only questions relevant to the selection criteria and to check information given in interviews and applications such as the candidate’s role on a project, verifying the outcome and so on; 

· ensuring as far as possible that one of the referees is the current supervisor; 

· that the candidate gets the opportunity to view and discuss the report; and 

· if a member of the selection committee is a referee, at least one other report should be obtained.  Committee members should compile their written references before the selection process commences.

158. Often selection committees fall into the trap of using referee information to simply confirm a decision they have already made regarding their preferred applicant.  Also, selection committees often do not discuss the results of referee information gathering but simply leave it up to the chair.  Selection committees are encouraged to treat referee information as an equally important aspect of fact finding about the applicant.  Referee information should be considered together with the interview or other selection tools used, when making a decision.  Selection committee members who ask questions regarding information that is irrelevant to the position can leave themselves liable to legal action.

More about Privacy and referee reports

159. Agencies must comply with the Privacy Act 1988 (Cth), which also applies in the ACT.  Selection committees often encounter difficulty with assessment if the most relevant persons are not listed as referees.  Usually, speaking to the current supervisor is considered essential. 

160. To assist with this, it may be useful for applicant packs to request that current supervisors be listed as referees, and if they are not listed, for the applicant to explain why they are not listing their current supervisor.  Committees should provide an opportunity for the applicant to explain why they do not wish their current supervisor to be contacted.  

161. If the committee is unable to gain the consent of the applicant to speak to a relevant person (i.e. former or current supervisor) and the committee requires that information in order to make a full assessment of all candidates; the committee may indicate to the applicant that not being able to speak with that relevant person may affect the assessment of the application.  
162. Job applications should be treated confidentially and not be disclosed to anyone not listed as a referee (unless consent is later provided for non-listed referees), or those required to be involved in the assessment process.  
163. The Privacy Commissioner’s website provides advice on these issues. 

When to Use 

164. When it is useful to explore in more depth or confirm different aspects of an applicants competency  (i.e. skills, personal qualities or knowledge) via a third party.

165. When you want to confirm assessments made via other selection methods (eg behavioural style questionnaire, structured behavioural interview).

How to Use 
166. Ask predetermined structured questions which specifically relate to the competencies of the role – include the behavioural aspects explored at interview.

167. Ensure that the referee is genuinely in a position to be able to comment in depth about the quality of the applicant’s performance.

How useful is it? 

168. Predictive validity = 0.26

STAGE THREE: ATTRACTION 
Introduction

169. The ACTPS has increasingly recognised the need to attract and retain suitable staff in a dynamic and competitive labour market.  Advertising is one of the main means of attracting potential applicants.  The aim of advertising is to make many people aware of a vacancy and persuade suitable potential applicants to apply, that is, to attract applications from the widest range and largest number of suitably qualified candidates.  It is also an opportunity to project an accurate and favourable image of the organisation.


170.  One element of attraction is remuneration.  In most circumstances, remuneration is set according to the classification level and remuneration set in agency certified agreements.  However, under certified agreements, it is recognised that it may be necessary to vary the remuneration package for an employee or a group of employees.  The template and some occupational agreements permit special employment arrangements to vary the remuneration package in certain circumstances (e.g. where the position is critical or skills required by the employee are in high market demand).  In template agreements, special employment arrangements are included in Clause 17 and Schedule 3 of the Agency Agreement.   

171. If a special employment arrangement is to be offered, it should be included in the advertisement.


Deciding to Advertise 
172. Advertising in normally required in the following circumstances: 

	Where the period of Higher Duties Allowance is expected to be excess 6 months the vacancy will be advertised within the ACTPS 

	Periods of HDA should not normally extend beyond 12 months. If after 12 months the position is nominally vacant it will be advertised unless there are exceptional circumstances 

	All permanent vacancies must be notified within the ACT Public Service Gazette 


173. Agency certified agreement provisions might also be relevant and should be checked before advertising.

174. You may choose to also advertise in the press (provided the position is not limited to ACTPS officers) when: 

· you would like to attract outside the existing pool of employees or extend beyond the reach of the Gazette;

· you don’t want to restrict the pool of candidates – creativity & innovation may be stifled; or

· you are looking for new insights, skills and know how.

Advertising - Issues to Consider 
175. The purpose of advertising is to develop a pool of qualified applicants for a position, which is large enough to enable the organisation to make effective hiring decisions.  Job vacancies do not communicate themselves.  They must be communicated to that target group of people who may be interested in, and eligible for, the job.

How many applicants do you need to generate? 
176. In accordance with the principle of competitiveness, it is important to try and attract sufficient applicants for any position to enable a competitive selection process to be undertaken.  If there are an insufficient number of qualified candidates who respond to a job advertisement, it is difficult to assess the relative capacity of the candidates to achieve the outcomes related to the duties.  Re-advertising is an available option once the means of communication have been revised (i.e. re-visiting the best advertising mechanism to reach the target audience).

Places to Advertise 
177. Different vacancies require different methods of advertising.  It is important to adopt an approach to advertising that considers which recruitment channel is likely to be most successful in targeting a particular labour group.  For example, it is less effective advertising in a national newspaper for casual staff if casuals are more likely to be locals and use the local paper or apply for temporary employment registers. 

178. Consideration should be given to where external advertisements should be placed.  Managers should identify their target audience and develop an appropriate overall advertising approach considering the nature of the position and the expected ease or difficulty of securing an adequate field of candidates. 

Possible advertising media include: 

179. Note: this list is provided to give examples of possible advertising media.  The list should NOT be taken as recommending or endorsing the service providers nor is it an exhaustive list of providers.  Some agencies may have contractual arrangements with providers – advice from the HR area and/or guidance from policies should be sought.

	Medium 
	Description 
	Examples 

	On-Line Recruiting 
	Has the potential to reach a very wide audience.  Recruiting by the internet enables the use of a wide range of attractive graphics and also allows comprehensive information about the job and the organisation to be provided.  Applicants can often apply immediately and it is less expensive than most other advertising media 
	Seek 

Career One 

ALIAnet (libraries and info mgt)

	Recruitment agencies
	Are useful to consider when there are skill shortages in the labour market, need for speed or potential applicants to be head-hunted
	Adecco 

Hudson 

Green & Green 

Effective People
Quadrate Solutions

	Newspapers
	Unless you wish to draw on a pool that includes interstate applicants, in most instances The Canberra Times will yield a reasonable field of potential applicants
	Canberra Times 

The Australian 

Australian Financial Review
Sydney Morning Herald

	Trade Journal/Magazines Professional Journals
	Jobs must be communicated to a group of people who may be interested in applying for the job.  Trade magazines and journals will reach specialist job seekers.
	


Writing an Effective Advertisement 

180. Good advertising highlights the assets of the position and appeals to the career needs and concerns of the desired applicants.  It's worth making your advertisement effective and attractive, as there is a high correlation between advertisements with accurate and complete information and recruitment success.

Attract interest  - what makes the ACTPS an employer of choice? 
181. Present a favourable image of the organisation – not an unrealistic one but one that can be justified.  Some key points that can affect the perception of the agency in the marketplace include: – 

· providing a valuable community service; 

· variety of work; 

· attractive working conditions and generous superannuation; 

· flexible family friendly working arrangements; 

· development opportunities; 

· study allowance; and 

· the culture and the values of ACTPS.  


Handy hints 

182. The headline should capture potential applicants' attention. 

183. The first few lines should be interesting, engaging and actively sell the position. 

184. Sentences should be short and to the point, providing enough information to interest candidates but not to overload them. 

185. Points are made using as few words as possible (the less copy you use, the smaller the media space and therefore the lower the cost). 

186. Clearly indicate contact details.

187. The advertisement should contain some white space and not appear cramped. 


Prepare an Application Kit
188. The information you provide and how you ask people to apply will affect how potential applicants see your agency and the role.  An application kit could include:

· selection criteria – be clear about the relative weight, if any, given to each criteria; 
· explanation and/or an example of how to write against the selection criteria;
· position description;
· standard Application form (or structured application form) which  could include formatting enabling applicant to address specific  selection criteria;
· information about the ACTPS and your Group / Branch – structure, purpose, size, geographical locations, areas of responsibility, interrelationships with other agencies, current priorities and future priorities;
· anticipated time frame for the selection process and decision;
· what’s included in the assessment process – will you be using work sample tests, interviews, and referee reports? 
· the need for follow up pre employment checks: eg police checks, medical assessments etc. 

Structured Application Forms 
189. A structured application form focuses on the specific competencies and skills needed for the position. The form could also include specific questions against each criterion to be addressed by each applicant.

190. It is worth investing the time to develop a structured application form, as it should also save you time in the long run. Benefits of a structured application form include: 

· reduced time spent in reading applications; 

· reduced potential for reader bias by creating a level playing field for applicants; and 
· assistance to applicants by providing a focus for their application rather than them second-guessing what information is required. 

Convert Interest into Quality Applicants

191. People enquiring about the role may be contacting the ACTPS for the first time.  Ensure that every contact is positive and builds the reputation of ACTPS.  The contact officer is the first point of contact for applicants.  As such, the role is vital to a successful selection outcome as the information provided to prospective applicants will assist them in determining if they wish to apply for the position.

192. The contact person should be prepared and available to answer queries from prospective applicants from the time the advertisement is published until the closing date and be familiar with the position description and selection criteria.  Make the most of any opportunity to talk with applicants and use this opportunity to reiterate to the candidate other relevant information such as expected timeframe and the selection options that will be used. 

193. Take them through the role and provide them with all the information they need.  The contact person should be familiar with the application kit sent to prospective applicants, referees material, the time frame for the closing of applications, and the assessment tools to be used.  Rather than simply answering ‘yes’ if someone is acting in the role, the contact person should engage the applicant in a conversation. 

Tips and traps 

194. Particular issues that could give rise to lodgement of appeals and/or grievances/ bad publicity for the ACTPS include: 

· directly suggesting that applicants should not apply for positions;

· providing incorrect information about the vacancy or requirements of the position;

· any suggestion of predetermined selection outcomes; or

· the contact officer is a potential applicant. 

STAGE FOUR: ASSESSMENT
Selection Committee 
195. The selection committee undertakes most of the selection processes.  The selection committee’s role is to: 

· investigate the claims of the applicants and put recommendations to the delegate;

· endeavour to recommend the person who best meets the needs of the organisation; 

· ensure that a smooth and transparent process occurs; 

· ensure that the process is completed in a timely manner; and 

· ensure that merit selection outcomes are delivered. 


196. The selection process should be conducted in a way that allows the selection committee to gather enough information on the applicants to make informed judgements as to their suitability for the position/s.  There are various methods available to the committee to achieve this aim, as outlined previously.  The committee is responsible for assessing the relative merit of applicants for the vacant position and making recommendations to the Delegate.  The members of the committee therefore, must be well trained, thorough, fair and professional in exercising their responsibilities.    

197. A selection committee should be formed immediately after the decision to advertise a vacant position.  This enables all members to have input into the review of selection documentation, the advertisement, the most appropriate media for advertising the job, whether to request written references, etc.  It also allows sufficient time to identify/develop innovative assessment methods. 

Types of selection committees
198. A selection committee could be: 

(i)
a Management Selection Committee; or 
(ii)
a Joint Selection Committee. 

199. A Joint Selection Committee (JSC) involves union representation and is established under the PSM Act or some agency certified agreements, which regulate the use of a JSC.  Decisions of JSC are not subject to an appeal on the grounds of efficiency.  If a JSC is to be used, this must be identified in the advertisement for the job.  

200. The relevant human resources area should also be consulted regarding the formation of the committee.  

Composition of selection committees 
201. Typically a selection committee will include three members with two members from the work area and one member external to the work area (the external member may be from outside of the ACTPS), involve male and female representation and have a diverse range of experience.  

202. There are instances where a four-member panel may be appropriate.  For example, you may wish to bring specific technical expertise onto the selection committee that cannot be encompassed within the three members.  In other instances it may be difficult to form a three-member selection committee.  For example, a small work area.  In that case, the chairperson and an external member would be sufficient.

203. The chairperson should be at least one substantive level above that of the vacancy.  Other members are normally at the same substantive level as the vacancy, or higher.  There are occasions, however, when there may be a member of the Committee whose substantive level is below that of the vacancy (eg, where specific technical skills are required on the Committee).  

204. In preparation for the process it is important that all members of the selection team are involved.  The selection committee should: 

· have a shared sense of purpose and clear understanding of what you are looking for; 

· be aware of the personal qualities, skills and knowledge required for success in the role; and 

· clearly understand the combination of assessment options being used, the competencies they are testing for and the reason why these techniques were chosen. 

205. It is recommended that the selection committee members have a significant and appropriate level of knowledge of the job content and/or skill and experience requirements of the position.  It is highly desirable to involve the immediate supervisor/s.  In addition to the immediate supervisor, you may choose to involve a client and/or someone who will have close collaboration with the position holder who is at a similar or more senior level. 

206. Care should be taken to avoid selecting committee members who may have (or be perceived to have) a personal interest in the success (or otherwise) of a particular candidate eg: close friend or relative, a mentor (other than the immediate supervisor).  In any case, committee members should be encouraged to disclose any knowledge they have of particular candidates that might have an influence on their selection decision. 

STAGE FIVE: SELECTION

207. Once the selection committee has all the pieces of information about the candidates, from the various assessment tools used, they will have to decide which candidate is the most suitable on merit.  The decision-making process however, can be fraught with traps.  The selection committee has to be skilled in avoiding these, as well as knowing how to compile a selection report, and if necessary, a minority report and eligibility list. 

208. All selection committee members need to: 

· participate equally in the decision making process; 
· consider all the information that was obtained through the various selection tools used; and 
· make judgments based only on how well applicants meet the selection criteria for the job. 
209. Each member of the selection committee should summarise how well each applicant meets the selection criteria. Then, as a group:

· discuss the reasons for any differences in the assessment of applicants;
· fill any information gaps eg through further referee checks or additional interviews;
· rate each applicant against each selection criteria using all available information;
· based on these ratings, decide which applicants are suitable for the job and which are unsuitable;
· rank the suitable applicants in order of merit.  As part of this process, the selection committee should also consider:

· the variety of ways in which people can be effective in a job; and

· that undue weight is not given to lack of skills which may be overcome by a short period of on-the-job training.

Common Decision Making Traps

Reliance on first impressions

210. First impressions can affect judgement of information presented in the rest of the interview.  These impressions could be based on the application form, the applicant's appearance or their early interview behaviour and responses.  Reliance on first impressions often means that the order in which information is presented in the interview could affect the outcome more than the nature of the information itself.  Thus, if favourable information is presented early in the interview and unfavourable later, the applicant is more likely to be selected than if weaker points are revealed first and strengths later. 

Halo effect
211. Some interviewers rely on global impressions of applicants rather than carefully assessing and comparing information on individual criteria.  Such people may distort other information and refute objections raised by fellow selectors to uphold their global impression.  In contrast, a good selector would be open-minded and would seek information from as many sources as possible before making assessments of an applicant's character or abilities. 

Emphasis on negative information
212. Negative information carries more weight with interviewers than positive and some interviews often tend toward a search for negative information.  Information should instead be sought about both strengths and weaknesses. 

Sequence effects
213. If, after evaluating several very unfavourable candidates (according to the criteria), interviewers evaluate a ‘just average' candidate, the average person will be evaluated more favourably than should be the case. 

Over-emphasis on the interview
214. Many selection committees try to gain information on all criteria during interviews.  However, not all personal abilities are reliably and validly assessable at interview; a great deal can be assessed by other means. 

Rushed final decision 
215. Selection committees at times fail to fully consider all information obtained and instead make a hasty decision on the basis of impressions.  At other times majority vote prevails, with some committee members changing their minds or having to accept a decision about which they still have serious doubts.  

216. It is important to ensure that undue weight is not given to lack of skills, which may be overcome by a short period of on-the-job training.  When skills deficiency is not serious enough to prevent the applicant from carrying out the duties of the position, the selection committee should consider whether a period of training would be sufficient to develop the necessary skills. 

217. If the committee believes that there is no suitable candidate, they can choose not to fill the position at this time. 

Selection Committee Report
218. The selection panel report is the official record of the selection process.  It conveys the selection committee’s recommendation and provides enough information to the delegate to make an informed decision.  The chairperson usually writes the selection report.  The selection report must be read, agreed to and signed by all other members of the selection committee.  For the purposes of review, the selection report needs to demonstrate that applicants have been provided with natural justice and the opportunity to see that the selection decision was based on open, unbiased merit assessment of all applicants.

219. A scribe may be engaged to prepare a selection committee report on behalf of the chairperson.

220. Depending on the particular recruitment and selection exercise, some of the following information may be included in the selection report: 

· details pertaining to the vacancy (position description, classification, location, review of the position etc);
· reason for the vacancy;
· strategy to fill position( excess officer consideration / merit process / temp transfer etc) and approach to selection (advertising media etc); 
· a brief explanation of shortlisting process and result;
· assessment strategy; 
· comparative assessment; 
· individual assessment; 

· recommendation; 
· recommended commencing salary (see recommendation);

· interview questions and/or other assessment tools; and
· referee reports.

221. Applicants may have a right to lodge an appeal or internal review against the selection decision, therefore it is important for consideration to be given to processes and documentation throughout the recruitment and selection exercise. 

Minority Report 
222. Any selection committee member in disagreement with final recommendations can prepare a minority report detailing the disagreement.  If this is the case, the minority report must be submitted to the delegate with the selection committee’s report. 

Orders of Merit 
223. At the completion of the selection process, the selection committee may use the comparative assessment to rank candidates in order of merit.  The ranking process shall constitute an order of merit for a position.

224. In certain circumstances, orders of merit may also be used for subsequent vacancies.  Management Section 52 : selection process and Section 454 : advertising vacancies) are relevant to promotions from orders of merit.  The relevant human resources area will also advise on the relevant provisions from certified agreements and/or other legislative provisions. 

Recommendation (including salary)

225. The chairperson of the selection committee is responsible for submitting the recommendation to the delegate for approval.  The recommendation should include the proposed salary offer to the successful applicant. 

226. Under the template agreement of core conditions (clause 18: pay points and increments), a person is entitled to the base pay point but may commence on a higher pay point where the delegate considers that appropriate.  In making that decision, the delegate will consider the person’s qualifications, relevant work and personal experience, current salary, ability to make an immediate contribution and the difficulty of the agency in attracting and retaining suitable employees.

227. The selection report should be prepared with all relevant information to allow the delegate to decide on commencing salary.

228. When recruiting to occupational groups not covered by the template agreement, the committee needs to seek advice on commencing salary from agency based manuals or relevant human resources area.

Notification
229. All appointments, transfers and promotions must be notified in the Gazette (section 66 PSM Act).  Where a promotion is not appealable this information should be included in the notification.

230. Temporary performance directions (or higher duties) are not required to be notified in the Gazette.  However, where a temporary performance direction is appealable (6 months or more,
 with a maximum salary below the minimum salary for a SOG C or equivalent classifications (for further information about appeals see paragraph 238) a notice setting out:

· the successful applicant;

·  his or her current classification;

·  the duties;

·  the date of commencement of the duties; and 

· the length of the term of the direction

must be circulated or displayed in a way likely to bring it to the attention of those officers who can appeal the direction. (s101 PSM Act)  This requirement will be satisfied if all non-successful applicants are provided with this information at the time of, or as soon as possible after, the direction is given.

Post Selection Feedback 
231. The purpose of post selection feedback is to provide constructive advice to applicants, which will assist them in future selection processes.  This could take the form of a copy of the report and /or telephone discussion.  Face to face meetings may not be appropriate or feasible in large field exercises.

Handy Hints 
232. The following suggestions are intended to assist chairpersons in this role.
· Arrange a suitable time and place for an applicant who requests post selection feedback.  Ensure privacy and confidentiality is maintained;
· Prepare for the discussion by checking the selection criteria, reading through the notes from the selection process and consulting other members of the selection committee;
· Prepare a structure for the discussion.  The discussion should emphasis the strengths of the applicant and recommend means whereby any weaknesses can be rectified.  The discussion should not be used to justify to applicants why they were not selected above other applicants;
· Take notes of your discussion;
· Only discuss the applicant’s performance in relation to the selection criteria.  Avoid personal criticisms and don’t enter into disagreements;
· Do not comment on the answers of other applicants or their performance.  Do not justify in this way why another applicant was chosen; and
· Listen, acknowledge and show empathy.


Issues arising before appointment or promotion

233. It is important to conduct pre-employment checks to ensure that a person is eligible for appointment.  In the case of a promotion, promotions may be cancelled before they take effect, under section 93 of the Act.  It will depend on the circumstances about whether it is appropriate to cancel a promotion.  Circumstances in which it would be appropriate to cancel a promotion include:

· Where a serious defect is found in the selection process which, had it been known at the time the promotion decision was made, would have resulted in a different decisions;

· Where organisational change has resulted in the requirements of the position changing substantially; or

· Where the promotee ceases to hold a prescribed qualification.

STAGE SIX: AWARENESS - APPEALS AND RECORD KEEPING

Appeals 

234. Following sound selection techniques will mitigate against an appeal being lodged, and the likelihood of its success.  Appeal procedures are in place to ensure the transparency and accountability of the ACTPS.  The following is a brief overview of the appeals process.  Advice should also be sought from the relevant human resources area or agency based polices.  Occupational agreements may also differ in appeal processes.
235. A permanent officer, who was an applicant for a position, may appeal a promotion or temporary performance direction (6 months or more) on the basis of greater efficiency (Section M: Appeal Mechanism –template agreement of core conditions).  Officers who can appeal promotions or temporary performance directions must be notified of the promotion or direction.  (See paragraphs 233 and 234 for more information.)

Grounds on which an appeal cannot be lodged: 
236. Appointment:  i.e. the person who wins the position is not already a public servant 
237. Transfer 
238. Unanimous decision of a Joint Selection Committee (JSC): a JSC comprises a management representative, union representative and an independent member.  (NB: if the decision is not unanimous, an appeal can still be lodged).
239. Classification level is that of a SOG C or higher: or the equivalent salary is that of bottom level of SOG C or higher 
240. Note: there are also timeframes and other procedures to lodge an appeal. Otherwise the appeal may not be heard.

Internal review
241. Officers and employees may also seek an internal review of the procedure leading to appointments, promotions or temporary performance decisions (Section L: Internal Review: Template Agreement of core conditions)

242. For further information staff should seek advice from the HR area as to the appeal/review processes available.



Record keeping
243. Sound and transparent decisions are backed by appropriate record keeping.  

244. The aim of documenting a recruitment process is to ensure a complete and accurate record of the activity that demonstrates compliance with legislative framework and reflects transparent and accountable processes.  For example, the Auditor-General’s ‘2003 Compliance Performance Audit – Recruitment Process’, identified that recruitment documentation did not always record consideration of excess officers in filling a vacancy or the decision for higher duties based on the certification of the efficiency of the party, where this occurs for less than 6 months (i.e. below the barrier for a competitive selection process). 

245. The Territory Records Act 2002 provides the legislative framework for consistent and accountable record keeping practices.  This includes rules on the retention and disposal of records, which includes records from recruitment activity.  

246. Further information is available at the Territory Records Office website or in agency based record keeping policies and procedures.

STAGE SEVEN: PRE-EMPLOYMENT CHECKS

247. The delegate has approved the selection decision.  The applicant pack indicated to applicants that pre-employment checks would be required.  Legislative provisions require that before agencies employ a person in any capacity that adequate pre-employment checks are carried out. 

248. Section 9 of the PSM Act lists the general obligations of public employees to, among other things, exercise reasonable care and skill.  Reasonable care and skill can be described as “taking all reasonable steps to check that the information upon which decisions or actions are based is factually correct, and that all relevant facts are considered”.

249. Section 68 of the PSM Act concerns the appointment of persons to the service as permanent officers and sets out:

250. Appointments generally

(1) Subject to subsection (2), the appointment of a person to the service as an officer shall be made by the relevant chief executive.

(2) A person shall not be appointed to the service unless – 

a) he or she has been selected for appointment in accordance with the provisions of this Act and the management standards; and 

b) the person is an Australian citizen or a permanent resident of Australia; and

c) the Commissioner, or the chief executive making the appointment, as the case may be, has certified in writing that after due inquiry he or she is satisfied that the person is a fit and proper person to be appointed having regard to - 

i. verification of the person’s identity; and

ii. whether the person has any prior criminal convictions; and 

iii. the previous employment of the person; and 

iv. the need for suitable references in support of the person’s application for appointment; and

v. verification of the person’s educational qualifications required for the appointment.

251. Agencies must verify the person’s identity; citizenship/residency status; whether the person has any criminal record; and qualifications held (if mandatory qualifications are required for the proper performance of the job).  Section 68 requires that these checks are made before appointment and before the person commences employment.  

252. This means that agencies cannot conduct these pre-employment checks during the probationary period.  Agencies should also not employ persons in a temporary or casual capacity whilst awaiting these checks to be carried out regardless of the time taken for verification.  The only checks that can be conducted during the probationary period are medical checks or checks for non-mandatory qualifications.

253. Agencies should include in letters of offer a statement that the offer is subject to satisfactory production of original documents confirming identity and qualifications and completion of police checks; and that a failure to produce documents could lead to a withdrawal of the offer, and production of false documentation could lead to termination and potentially prosecution. 

254. The PSM Act does not require identity, criminal or qualification checks for temporary or casual positions, however it is important that agencies confirm the identity of employees, and best practice suggests that criminal and qualifications checks are carried out.  The decision to conduct medical assessments for temporary employees should be based on an assessment of the position.  Medical checks are recommended for long term temporary positions of more than one year, noting that eligible employees for the Public Sector Superannuation (PSS) Scheme will also require a medical assessment for that purpose.

255. To assist agencies with the pre-employment checking procedures, Attachment H sets out appropriate procedure.

Probation
256. The letter of offer should also indicate any applicable period of probation.  Information on probation is available in Arrangements for Employing Persons in the ACTPS (available on the PSM website at under Publications) or agency based policies. 
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A: LEGISLATIVE EMPLOYMENT FRAMEWORK

These examples are illustrative only to assist persons in understanding and applying the ACTPS legislative employment framework.  Managers and staff must seek advice from relevant human resources area or agency based policies about recruitment procedures.

Agency human resource areas can seek advice from the Industrial Relations and Public Sector Management Group where they are uncertain about application of the employment framework.

Example One:

Relevant provisions: 
Public Sector Management Act 1994 and Certified Agreements (Part 2: Agency specific conditions)

Issue: Promotion after acting. 

Context: I have a staff member (ASO 6) who has been acting (higher duties) in a SOG C position for more than 12 months.  I conducted a full merit process, advertising in the Staff Bulletin within the ACTPS, for higher duties to ensure the position was filled on merit.  The person is performing well in the position.  The position has now become vacant.  Can I promote the person to the position without re-advertising?

I look at the PSM Act and Standards:

· Section 65 of the PSM Act sets out that a merit process is required for promotions, and Section 46 sets out that all permanent vacancies must be advertised in the gazette unless it is to be filled by:

· transfer [this can’t be used as its from an ASO 6 to SOG C and it is a promotion];

· promotion of an applicant selected on merit to a recurring or identical vacancy [this cannot be used as it was not advertised as a permanent position, open to all eligible persons];

· promotion by advancement from a training office [not applicable];

· appointment of an applicant who has previously assessed as suitable for the advertised duties  [not relevant as promotion not appointment and not advertised as permanent position].

Looking at the PSM Act, my only choice is to advertise the position as permanent and fill on merit.

However, the position is vacant in the Chief Minister’s Department (CMD).  I turn to Part 2 (Agency specific conditions) of the 2003-2004 agreement, clause 107.1(d), which sets out:

107(1)(d)
The delegate may approve the promotion of an employee into a nominally vacant person if the employee has acted in the nominally vacant position (or an identical position) for a continuous period of 12 months or more, and has undergone a competitive selection process in order to act in the position.

For the purposes of clause 107(1)(d), a competitive merit selection process means a process of selection for filling a vacant position on the basis of the merit of the candidates which includes advertisement of the position in the ACT Government Gazette (ACT Government staff bulletin), and the selection based on the recommendation of a Selection Advisory Committee.

What does this mean?

Because Certified Agreements are Commonwealth law (made under the Commonwealth Workplace Relations Act 1996) they override inconsistent ACT law (like the PSM Act).

This means that if the position is in CMD, I can use clause 107(1)(d) to promote the person, (provided the criteria in the clause are met).

What if the position is the Department of Urban Services?

If the current Certified Agreement that applies to the Department of Urban Services (DUS) staff does not include a similar provision, then the provisions of the PSM Act apply and the promotion cannot occur.

Example 2:

Relevant provisions: Public Sector Management Act 1994 and Certified Agreements

Issue: Commencing salary on appointment or following promotion

Context: I am about to promote an officer at the ASO 5 to an ASO 6 in DUS following a merit selection process.  I need to make a decision about commencing salary at the ASO 6 level.  The person has had on and off experience at the ASO 6 level, and in relation to experience, I believe that they should be paid at more than the first increment.

I look at the PSM Act and Standards:

· there is nothing in the PSM Act about commencing salary. Management Section 254 (commencing salary) and Section 255 (salary on promotion) appear relevant.  I am interested in the rules on promotion Section 255 sets out:

3. Salary on promotion

‘Promotion’ is defined in section 3 of the Act and ‘higher classification’ is defined in subsection 56(3) of the Act.

If an officer is promoted to an office they are entitled to be paid the minimum salary payable to holders of that office unless the officer is entitled to a higher salary under this Part or Part 3 - Increments.

An officer who is promoted is entitled to be paid the increment above the

minimum salary if:

· they have been paid at the maximum salary in their previous office for 12 months or more; and 

· the salary increase to the minimum salary in the new salary range is less than the amount of the increment to the maximum salary paid in their previous office.

I note that none of these apply and therefore, based on the Standards, must commence the person at the first salary increment.  However, I turn to the Department of Urban Services certified agreement (2004-2007). Clause 18 provides:

18.
Pay points and increments

18.1 An employee who is selected to the ACTPS, who is promoted or is approved to perform the duties of a higher office, is entitled to be paid at the base pay point for the position.

18.2 However, an employee who is selected to the ACTPS, promoted or approved to perform higher duties may be paid at a higher pay point within that classification level.  The Delegate will take into consideration such factors as their qualifications, relevant work and personal experience, current salary, ability to make an immediate contribution and difficulties in attracting and retaining suitable employees.

What does this mean?

Because Certified Agreements are Commonwealth law (made under the Commonwealth Workplace Relations Act 1996), they override inconsistent ACT law (like the PSM Act).

This means I can decide to pay the person after promotion at more than the first increment, based on the outlined decision making factors set in clause 18 of the DUS Certified Agreement.

What if the promotion is to occur in the Department of Justice or to a teacher

You will note that clause 18 is part of Part One of the template agreement of core conditions.  This means that clause 18 and all others in Part One applies to all ACTPS staff except teachers, nurses, doctors and fire-fighters (even though the certified agreements are made at agency level – see Part One: Recruitment Framework, Legislative Employment Framework). 

Therefore, this could be used for staff in the Department of Justice and Community Safety.  However, this could not be used for a teacher unless the same rule was contained in their Certified Agreement.  If no rule (whether the same as the template agreement or not) was included in the teachers Certified Agreement, then the provisions of the Standard would apply, and the person could not be paid at a higher increment on promotion.

Other pieces of legislation that may impact on the recruitment process:

· Racial Discrimination Act 1975 (Cth)
· Sex Discrimination Act 1984 (Cth)
· Disability Discrimination Act 1992 (Cth)
· Discrimination Act 1991 (ACT)
· Human Rights Act 2004 (ACT)
· Human Rights & Equal Opportunity Commission Act 1986 (Cth)
· Privacy Act 1988 (Cth)
· Occupational Health and Safety Act 1989 (ACT)
· Territory Records Act 2002 (ACT)
· Freedom of Information Act 1982 (ACT)
· Workplace Relations Act 1996 (Cth)
· Administrative Decisions (Judicial Review) Act 1989 (ACT)
Note: 

· while most claims of discrimination, including that based on sex and disability, would be pursued under the ACT Discrimination Act, persons may also rely on the provisions of equivalent Commonwealth discrimination legislation;

· the Commonwealth Workplace Relations Act 1996 applies in the ACT; the ACT does not have its own industrial laws;

· the Commonwealth Privacy Act also applies in the ACT; due to the Australian Capital Territory Government Service (Consequential Provisions) Act 1994 (Cth)
B: RECRUITMENT AND SELECTION FLOWCHART 



	C: CHECKLIST FOR RECRUITMENT AND SELECTION PROCESS

	The purpose of this checklist is to:

· provide a list of phases and procedural steps about recruitment and selection;

· enhance the management of the recruitment and selection process, and

· enable managers to monitor their own conduct in this regard.

The checklist should be used in combination with this document and agency manuals; relevant legislative provisions must be checked to account for difference in agency legislative frameworks. 

	NEED TO RECRUIT?

	Identify position or volume of work
	 FORMCHECKBOX 


	Examine current resources including people, skills and funds & establish need to fill
	 FORMCHECKBOX 


	Analyse options – eg redeploy, absorb, redistribute work OR recruit
	 FORMCHECKBOX 


	If recruit, is it a permanent or temporary position: 

Permanent:

· advertise in Gazette – full merit (competitive selection) process; if the following are not possible:

· transfer at level;

· redeployment of excess officers considered;

· promotion to recurring or identical vacancies;

· agency specific rules (in part 2 of agency or occupational agreements)

Temporary:

· Preference to use services of existing permanent officers, unless none suitable or available or urgent/specialised work required

· make a temporary performance direction (to officers); 6 months and below; select most efficient person; greater than 6 months; merit process; or, if not:

· hire temporary employee by advertising, temp employment register or lodging vacancy with employment agency. Note rules about competitive selection process for temporary employment of 12 months or less (see Need to Recruit: temporary employment)
	 FORMCHECKBOX 


	DEFINE

	Review position description 
	 FORMCHECKBOX 


	Where necessary, evaluate the position 
	 FORMCHECKBOX 


	Review or develop selection criteria
	 FORMCHECKBOX 



	DEVELOP RECRUITMENT STRATEGY

	Chairperson convenes a selection committee
	 FORMCHECKBOX 


	Selection panel agrees to advertising campaign
	 FORMCHECKBOX 


	Selection panel agrees to assessment methods, including criteria
	 FORMCHECKBOX 


	ATTRACTION

	Advertise (if required)
	 FORMCHECKBOX 


	Write & design advertisement
	 FORMCHECKBOX 


	Prepare a job pack - position, business unit and/or organisation documentation
	

	Consider all advertising options (web based, print media, professional publications etc)
	 FORMCHECKBOX 


	Nominate contact person to provide position documents to potential applicants
	 FORMCHECKBOX 


	Closing dates for advertisement is checked with the relevant corporate area
	 FORMCHECKBOX 


	Ensure advertisement has been completed and forward to with all necessary documentation to relevant human resource area.
	 FORMCHECKBOX 


	ASSESSMENT

	Shortly after the closing date the relevant human resources area  will send the file of applications to the Chairperson of the selection committee
	 FORMCHECKBOX 


	Selection panel shortlists the most competitive applicants in accordance with the selection criteria 
	 FORMCHECKBOX 


	Determine interview schedule and venue, if required
	 FORMCHECKBOX 


	Notify short-listed applicants by phone and advise of assessment method
	 FORMCHECKBOX 


	Scribe obtained, if required
	 FORMCHECKBOX 


	Develop interview questions or other assessment method
	 FORMCHECKBOX 


	Conduct interview or other assessment method and assess applicants
	 FORMCHECKBOX 


	Referee checking
	 FORMCHECKBOX 


	Chairperson or scribe completes a selection report
	 FORMCHECKBOX 


	All selection panel members sign the selection report if in agreement
	 FORMCHECKBOX 


	SELECTION

	Selection panel recommends applicant based on relative suitability
	 FORMCHECKBOX 


	Delegate approves recommendation on the basis of supporting documentation
	 FORMCHECKBOX 


	Verbal offer of job to successful applicant
	 FORMCHECKBOX 


	Recruitment prepares formal letter of offer to successful candidate (noting need to complete pre-employment checks)
	 FORMCHECKBOX 


	Verbally notify unsuccessful internal & short listed applicants and make offer of post assessment counselling
	 FORMCHECKBOX 


	Notify all unsuccessful applicants in writing
	 FORMCHECKBOX 


	Notify appointment, transfer, or promotion in ACT Gazette
	 FORMCHECKBOX 


	Appeals (if appealable) close a certain number of days after notification in Gazette
	 FORMCHECKBOX 


	The successful applicant may commence work after the period of time for appeals has elapsed and pre-employment checks are completed
	 FORMCHECKBOX 


	PRE-EMPLOYMENT CHECKS
	

	Carry out pre-employment checks for an appointment: see section 68 of PSM Act
· Confirm identity, citizenship/residency/NZ SCV holder, criminal record and mandatory qualifications before employment commences.

· Medical and non-mandatory qualifications checks can be completed during probationary period

Checks also recommended for temporary positions.
	 FORMCHECKBOX 


	PROBATION PERIOD

	Employee to attend Induction program (where available)
	 FORMCHECKBOX 


	Explain the probationary process to new employee. Offer letter must include the period of probation
	 FORMCHECKBOX 


	Explain nature of duties and the standard expected
	 FORMCHECKBOX 


	Regularly monitor the performance of the employee and give regular feedback
	 FORMCHECKBOX 


	If circumstances are such that the manager believes termination is appropriate, managers should consult with the human resources area
	 FORMCHECKBOX 


	Complete probation reports of the employee forwarded by relevant human resource area before the completion of 3 months period (or set probationary period)
	 FORMCHECKBOX 


	For further information on probation, See Arrangements for employing persons in the ACTPS (available at PSM website under Publications)
	


D: Position Description Template 1

	



	POSITION TITLE:

	GROUP/SECTION:
	LOCATION:


	POSITION NO:



CLASSIFICATION:


	REPORTS TO:

	DATE REVISED:


AUTHOR:



	ROLES REPORTING TO THIS ONE:


257. A brief description of who reports to whom helps to clarify job expectations and level of responsibility. A simple organisational chart may also be included to provide a visual representation.

	PRIMARY OBJECTIVE (S):

258. One or two statements capturing the main purpose of the position.  

259. Begin with an action-verb followed by details of what is done and why it is done.

	POSITION DIMENSIONS:

Total number of internal staff reporting to the position:


?


Total number of external staff reporting to the position:


?



260. Total operating expenditure:





?







Total Revenue:







?









	KEY ACCOUNTABILITIES

	KEY RESULT AREA
	MAJOR ACTIVITIES
	OUTPUTS

	261. List key objectives of the position
	Major activities/ tasks/ accountabilities undertaken to contribute to the achievement of the objective 
	The result or outcome to be achieved - why it is done

	
	
	

	
	
	

	
	
	


	CHALLENGES
	KEY COMMUNICATIONS

	This section outlines current challenges of the position.

State what the challenge is and why it is a challenge – (frame it positively and tactfully.


	Outline the positions main internal and external communication / negotiation / contact with other people or groups.

Details of key boards, committees, working parties and project teams where the position is a member with an explanation of how it is related to the role.

For each contact you should identify the frequency and the purpose of the contact.

	DECISION MAKING
	KNOWLEDGE, SKILLS & EXPERIENCE

	This section should cover the following areas:

· Decisions made independently;

· Decisions made after consultation;

· Recommendations for others to decide;

· Major delegations;

· Type of guidance available (policies, legislation).
	This section specifies relevant knowledge, skills and experience required for effective performance of position – not at entry level or superior level.
Requirement should include what is needed and the breadth and depth of the requirement.  You may also like to include why it is needed.

It is important to ensure a close match between the primary objectives, accountabilities and challenges with the skills, knowledge, qualification and experience needed.

This section is not intended to be used as selection criteria.  When recruiting for this position, entry level knowledge, skills and experience requirements would be drawn from this section.

	VERIFICATION:

We certify that the content of this position description is accurate:

Position Holder:










Date:

Manager / Supervisor:










Date:



E: Position Description Template 2

	
Logo here




	POSITION TITLE:

	GROUP/SECTION:
	LOCATION:


	POSITION NO:



CLASSIFICATION:


	REPORTS TO:

	DATE REVISED:


AUTHOR:



	ROLES REPORTING TO THIS ONE:


262. A brief description of who reports to whom helps to clarify job expectations and level of responsibility. A simple organisational chart may also be included to provide a visual representation. 

	PRIMARY OBJECTIVE (S):

263. One or two statements capturing the main purpose of the position.  

264. Begin with an action-verb followed by details of what is done and why it is done.

	KEY ACCOUNTABILITIES

	265. The key objectives / activities / and tasks to be undertaken by the position holder

266. 


	CHALLENGES
	KEY COMMUNICATIONS

	This section outlines current challenges of the position.

State what the challenge is and why it is a challenge – (frame it positively and tactfully)


	Outline the positions main internal and external communication / negotiation / contact with other people or groups.

Details of key Boards, committees, working parties and project teams where the position is a member with an explanation of how it is related to the role

For each contact you should identify the frequency and the purpose of the contact

	DECISION MAKING
	KNOWLEDGE, SKILLS & EXPERIENCE

	This section should cover the following areas

· Decisions made independently

· Decisions made after consultation

· Recommendations for others to decide

· Major delegations

· Type of guidance available (policies, legislation) 
	This section specifies relevant knowledge, skills and experience required for effective performance of position – not at entry level or superior level
Requirement should include what is needed and the breadth and depth of the requirement.  You may also like to include why it is needed

It is important to ensure a close match between the primary objectives, accountabilities and challenges with the skills, knowledge, qualification and experience needed

This section is not intended to be used as selection criteria.  When recruiting for this position, entry level knowledge, skills and experience requirements would be drawn from this section 

	VERIFICATION:

We certify that the content of this position description is accurate:

Position Holder:










Date:

267. Manager / Supervisor:










Date:


F: Sample Behavioural Questions

The following sample of behaviourally based questions provide a guide for you when creating the main questions to be used in a structured behavioural interview.  The questions you create should reflect the particular competencies (selection criteria) required for the role. 

Five broad questions have been provided as examples for a number of competencies.  There are also generally three ‘prompt’ questions. These will guide you in asking the right follow-up questions to obtain the most relevant information from the applicant.  They can also help the applicant focus on providing the most useful information. This approach follows the STAR model, that is: 

Situation–brief outline of the situation or setting

Task –what you did

Approach or action–how you did it

Result –describe the outcomes

Each sample question has been designed to tap into different elements of the competency.  You will probably want to modify the sample questions to suit the role you are filling.  The competencies covered in this guide include:

· Written communications skills
· Client service orientation
· Problem solving
· Project management
· Decision-making
· Presentation skills
· Persuasion and influencing skills
· Leadership skills
· Strategic thinking
· Organisational awareness
· Business focus
· Building productive working relationships
· Teamwork
· Flexibility
· Drive & Commitment 

· Initiative
Written communication skills
Definition: write in a clear, fluent and concise manner; produce written communications that are appropriate and readily understood by the intended audience; organise information in a logical sequence. 

1.
Give me a recent example of when you have had to write an important document (e.g. report, memo, letter) to a client or stakeholder. 

· What was the purpose of the document?

· How did you ensure that it was clear for the reader?

· What feedback did you receive about your document?

2.
Describe a situation when you chose to communicate in writing. 

· What were the circumstances?

· Why did you choose to write?

· How effective was this as a way of getting your view across?

3.
Describe an example of when you had to adapt a standard document to suit a particular audience (e.g. a client or stakeholder). 

· What was the document about?

· How did you change it?

· What would you do differently next time?

4.
Tell me about a written document where you needed to organise information in a logical sequence.

· Why did it need to be in a logical sequence?

· How did you check for clarity?

· What was the most difficult part of producing this document?

5.
Tell me about a written document you have produced which used a style very different from what you would normally use. 

· What were the stylistic differences?

· What led you to produce the document in this style?

· What was the impact of it?

Client service orientation

Definition: provide a prompt, efficient and personalised service to clients; respond flexibly to client needs; committed to delivering a high quality output to clients. 

1.
Give me an example of a time when you have put the needs of a client first (e.g. over your own needs). 

· Why was this necessary?

· How well did you manage to meet their needs?

· What sacrifices did you need to make in order to ensure that their needs were met?

2.
Tell me about the last time that a client made an unreasonable or unrealistic demand on you.

· What was it that made you think that it was unreasonable or excessive? 

· How much effort and time did this take?

· What was the outcome?

3.
What, in your view, makes it difficult to relate well to certain clients?

· What types of people are particularly difficult to get to know?

· What have you done to improve poor relationships with other people in the past?

· How are those relationships now?

4.
Describe a situation where you had to deal with a particularly angry or frustrated client.

· Why were they angry or frustrated?
· How did you begin to calm them down?

· If you were in a similar situation again, what would you do differently?

5.
Tell me about a time when you were unable to satisfy a client demands. 

· What did they ask of you?

· Why were you unable to meet their needs?

· How did this make you feel?

· Is there anything else you could have done differently?
Problem solving

Definition: seek all relevant information for problem solving; probe for the facts; analyse issues from different perspectives; is analytically agile; draw sound inferences from information available. 
1.
Tell me about a time recently when you had to identify the key cause of a problem. 

· How did you work out the cause?

· How did you solve the problem? 

· What lessons did you learn? 
2.
Give me a recent example of when you came up with several different solutions to a problem. 
· What suggestions did you come up with?  Why did you need several? 
· What did others think of your ideas? 
· How well did they work in practice? 
3.
Describe a complex problem, which you solved recently for someone (e.g. a stakeholder). 
· What made it so challenging? 
· How did you handle it? 
· What was the outcome? 
4.
Tell me about the last time you were able to anticipate a problem. 
· How did you know that the problem was likely to occur? 
· What did you do? 
· How effective was your action? 

5.
Could you give me an example of when you analysed a problem from different perspectives. 
· Did this help solve the problem? 
· How did you think of what perspectives to take? 
· How did you ensure that you covered the most important perspectives? 
Project management

Definition: schedule activities to ensure optimal use of time and resources; consult and liaise with key stakeholders; monitor performance against objectives; produce detailed project plans where objectives are clearly defined and action steps for achieving them are clearly specified; ensure that key project objectives are met. 

1.
Tell me about a project that you were responsible for that required a lot of planning. 
· What aspects of the project meant that a lot of planning was required? 
· How did you decide on priorities? 
· How successful were you in achieving the objectives of the project? 
2.
Describe a time when you needed to complete a piece of work to a specified deadline. 
· Why was this activity so important? 
· What steps did you take to ensure that the deadline could be reached? 
· What would you do differently next time? 
3.
Tell me about a time when you had to liaise with a wide variety of people when planning work. 
· What was the work? 
· What feature of this project required you to liaise extensively? 

· How did you choose whom to involve? 
4.
There are always elements of project management and planning that individuals do well and less well. What would you describe as your particular skills in planning? 

· Describe a time when you had to use these skills?

· What could you do better in terms of project planning? 
· Tell me about a planning or project management skill that it is not a strength of yours.  Then tell me about how you have overcome a weakness in your project management/planning skill base.

5.
Tell me about a time when you had to put a detailed project plan together for other people to follow. 

· How did you go about producing the plan? 
· How did you ensure that others stuck to the deadlines and milestones you set? 
· What feedback did you receive on the clarity of your plan? 

Decision-making 

Definition: make rational and sound decisions based on a consideration of the facts and alternatives available; make quick decisions where required; commit to definite courses of action. 
1.
Tell me about a difficult decision that you needed to make recently. 
· What was the situation? 
· What made the situation difficult? 
· How quickly were you able to make the decision? How did you weigh up the options? 
2.
We all make incorrect decisions from time to time.  Tell me about the last time that this happened to you. 
· When did you realise that it was the wrong decision? 
· What was the impact? 
· What did you learn from this experience? 
3.
Tell me about the last time that you needed to commit to a definite course of action. 
· What was the situation? 
· Why was it important for you to commit to action? 
· How did you demonstrate this commitment? 
4.
Tell me about a decision you made that first required significant data gathering. 
· How did you gather the facts you needed? 
· What was it about this particular decision that led you to seek a lot of information? 
· Where did you seek this information? 

5.
When have you had to make a decision on the basis of conflicting or ambiguous information? 
· What was the decision that was required? 
· In what way did the data you have conflict? 
· How did you feel about this? 
· How did you eventually reconcile the information you had and make a decision? 

Presentation skills 

Definition: make an immediate positive impression on others; come across with presence and credibility; communicate orally in a manner which is clear, fluent and which holds the audience’s attention. 
1.
Give me an example of a situation when it was important for you to appear confident when talking to others. 
· Why was it important? 
· How did you feel? 
· What steps did you take to boost your confidence? 
2.
Describe a talk or presentation that you have given recently. 
· How did you tailor it to suit the audience? 
· Roughly how many people were in the audience? 
· How did the audience react? 
3.
Tell me about a time when you found it difficult to keep someone’s attention. 
· Why was it so difficult? 
· What did you do? 
· How well did this work? 
4.
Tell me about a time where you needed to make an immediate impression on someone. 
· Why was this? 
· What steps did you take to maximise the impression that you conveyed? 
· How successful were you? 
5.
Give me an example of when you had to explain something difficult to someone. 
· What information did you need to get across? 
· What was the most difficult thing about the conversation? 
· How would you act differently next time? 
Persuasion and influencing skills 

Definition: is able to create consensus and gain agreement to proposals and ideas; is able to stand ground in the face of opposition; produce written communication which is clear, concise and is readily understood by the intended audience; is skilful at negotiating. 
1.
Tell me about the last time that you persuaded someone to your point of view. 
· How did you put across your ideas? 
· What kind of agreement did you reach? 
· On reflection, what would you do differently next time? 
2.
Give me an example of when you were unable to persuade someone around to your point of view. 
· What did you do? 
· Why didn’t it work? 
· What feedback did you receive about your approach? 
3.
Give me an example of when you have had to respond to someone’s objections. 
· What were those objections? 
· How did you challenge their views? 
· How effective were you? 
4.
Tell me about the last time that you won a group of people around to your way of thinking. 
· What was your opinion? 
· How did this contrast with the group’s original position? 
· What were the key things that you did which persuaded the group? 
5.
Describe an occasion when you had to negotiate a compromise solution. 
· What did you have to compromise on? 
· How did you decide what you were prepared to negotiate on? 
· How did this affect the ongoing relationship between the groups? 
Leadership skills 

Definition: provide the team with a clear sense of direction; inspire a positive attitude to work; inspire a strong desire to succeed among team members; steer others towards successful goal and task accomplishment; promotes diversity in the team. 
1.
Give me an example of when you had to lead your team in pursuit of a significant organisational or department objective. 
· What did you do? 
· What did the project involve? 
· How did you know that you had been effective? 
· How did you ensure that the team’s individual objectives were met? 
2.
Give me an example of when you experienced difficulty or problems in getting a team to accept your leadership. 
· What did you do to overcome this? 
· How were you sure that you had successfully overcome the difficulties? 
· What feedback did you receive from the team? 
3.
Give me an example of when you have needed to motivate people to achieve difficult results and also keep them feeling positive? 
· What did you do to ensure your team remained positive? 
· How did you balance the needs of the individual team members with organisational requirements? 
· What feedback did you receive from individuals involved? 
4.
Tell me about a time you made use of the divergent skills or approaches of team members. 
· What made you aware of the different skills in the team? 
· What benefits did you feel this offered you? 
· How did you take advantage of these benefits? 
5.
Give me an example of how you operationalised an organisational strategy to your team? 
· What components of the overall strategy did you focus on? Why? 
· How did you check your team’s understanding? 
· Is there anything that you would do differently next time? 
Strategic thinking 

Definition: think at a big picture level; take a long-term view; entertain wide-ranging possibilities in developing a vision for the future. 
1.
Tell me about a time that you worked on something and had to consider its longer-term consequences. 
· What factors did you take into account? 
· What was the outcome of this? 
· What would you do differently next time? 
2.
We cannot always ‘keep tabs’ on everything that’s happening in the outside world.  When have you been surprised and perhaps caught unawares by something that happened outside the organisation? 
· How do you usually keep abreast of outside trends? 
· On reflection, what might you have done to keep tabs on this? To prevent being caught unawares? 
· How did you react? 
· What was the final outcome? 
3.
Tell me about a time when it was necessary for you to plan for several alternatives in response to changes facing the organisation. 
· How did you evaluate the alternatives? 
· What factors did you take into consideration? 
· What was the outcome? 
4.
Tell me about a time you had to take a broad view of a problem rather than get stuck in the detail. 
· What was the problem? 
· How did you ensure you did not get lost in the detail? 
· What was the outcome of this? 
5.
What are the key issues likely to affect the future of your work or department/agency? 
· How is your role likely to change in response to these issues? 
· What will you need to do to meet these challenges? 
· What, if anything, can you do now to prepare for those changes? 
Organisational awareness 

Definition: is attuned to changing organisational dynamics; forge links with other teams and business areas; take account of different functions in developing plans and activities. 
1.
Which other teams do/did you liaise with in your job? 
· How are/were they similar to and different from your own team? 
· What things did/do you need to take account of in co-operating with them? 
· How did/do you know who to liaise with? 
2.
It can be difficult to keep yourself fully aware of the wider organisational environment in which your team operates. When did something you did not know about, in another division or part of the department, limit your ability to achieve an outcome? 
· What did you learn? 
· How did you deal with this differently next time? 
3.
How do you keep up with your colleagues about issues in other parts of the organisation? 
· Give me an example of when this was especially important. 
· How did you ensure you spoke to the right people? 
· What was the outcome? 
4.
How do you find out about what is happening in other parts of your organisation? 
· How would you compare your knowledge in this area to those of your colleagues? 
· What do they know more about then you? 
· What do you know more than them? 
5.
When have you had to take account of another area’s responsibilities when working or planning work? 
· Why was this important? 
· How did you ensure their needs were addressed? 
· What feedback have you received on this? 

Business focus 

Definition: is knowledgeable about financial issues and responsibilities; is focused on knowing the business of the organisation; is focused on delivering the best outcome using the resources available; proactively seek more efficient ways of doing things; focus on activities and projects that will bring the best business return for the team/organisation. 
1.
When have you changed a process or system to make it more efficient? 
· How did the idea for the change come to you? 
· How did you go about making the change? 
· What was the impact of this? 
2.
Provide a recent example of when you have evaluated and tracked the cost of a particular activity. 
· How did this feed into future planning? 
· To what extent did you share this information to others? 
· What would you do differently next time? 
3.
Provide an example where you have needed to be across financial issues in your team and function? 
· How would you compare your knowledge of financial issues to your colleagues? 
· Where could your knowledge be improved? 
· What steps have you already taken to improve your knowledge in this area? 
4.
What experience do you have of budgetary and cost control in your role? 
· Who sets the parameters? 
· How do you oversee the implementation? 
· What feedback have you had about your skills in this area? 
· (For those with no direct experience: What part do you play in your team to minimise costs or overheads?) 

5.
How have you been able to enhance your organisation’s functions efficiency during the past 12 months? (Listen for sense of responsibility and awareness to work within budgets or minimise costs) 
· What did you do? 
· Why did you focus on this area? 
· What feedback did you get? 

Building productive working relationships 

Definition: able to establish and maintain relationships with people at all levels; promote harmony and consensus through diplomatic handling of disagreements; is able to forge useful partnerships with people across business areas, functions and organisations. 
1.
To what extent do you have to meet new people in your work? Give me an example of when you had to do this? 
· How did you build an effective relationship with them? 
· What were the challenges? 
· What would you do differently next time? 
2.
With which kinds of people have you found it difficult to develop relationships? 
· Can you tell me why? 
· Can you give me an example? 
· What steps have you taken to enhance your effectiveness in this area? 
3.
When have you needed to put other people at their ease? 
· Why was it important that you took the lead in doing this? 
· How did you do this? 
· What could you have done to make them feel even more comfortable? 
4.
Tell me about a time when you had to manage conflict between two people. 
· What was the conflict about? 
· How did you manage this? 
· What was the outcome? 
5.
Who are the most senior and junior people you need to build relationships with? 
· Tell me how you built these relationships. 
· In what way was your approach different, given the different seniority levels of the individuals? 
· What steps could you take to increase your effectiveness in this area?
Teamwork 

Definition: cooperate and work well with others in the pursuit of team goals; share information; support others; show consideration, concern and respect for others’ feelings and ideas; accommodate and work well with the different working styles of others. 

1.
Give me an example of when you had to support others in a team. 
· Why did they require support? 
· How did you identify what kind of support they needed? 
· What was the outcome? 
2.
Tell me about the last time that you worked as part of a team. 
· What elements of the team environment did you most enjoy? 
· How did you get the team members to cooperate? 
· What elements of the team environment did you enjoy least? Why? 
3.
Tell me about a time recently when you have had to work with people with very different styles. 
· How did you accommodate for these differences? 
· Which style did you find it easiest to work with? 
· What would you do differently next time? 
4.
Tell me when someone has come to you for support, but you have been too busy to offer it. 
· Why did they come to you? 
· What support, if any, were you able to offer? 
· What was the outcome? 
5.
Give me an example of when you have had to put aside personal differences in order to achieve a team goal. 
· Why was the team goal more important? 
· How did you deal with the personal differences? 
· What impact did this have on your longer term working relationship? 

Flexibility 

Definition: adaptable; receptive to new ideas; respond and adjust easily to changing work demands and circumstances; not bound by old ways of doing things. 
1.
Tell me about a time when you needed to plan an alternative course of action in response to a change in circumstances or demands. 
· How did you evaluate the alternatives? 
· What factors did you take into consideration? 
· What was the outcome? 

2.
It can be frustrating when the goal posts change. When have you been working towards a goal when this happened? 
· What did you do about it? 
· How did you feel? 
· What would you do differently next time? 
3.
Give me an example of when you have needed to adapt your existing knowledge or skills to a novel situation.  (Listen for proactivity, approach to change) 
· What was the situation? 
· Why was it novel? 
· What was the outcome? 
4.
Tell me about a situation where your manager suggested a change in the way in which you do something. 
· How do you feel about this? How much do you question it? 
· What did you do about it? 
· What was the outcome? 
5.
Tell me about the most radical idea or new approach someone has suggested to you. 
· How did you react to it? 
· Did you accept the idea? If not, what feedback did you give the individual who suggested it? 
· What did you learn from this situation?

Drive and commitment 

Definition: demonstrates capacity for sustained effort and hard work; is enthusiastic and committed; sets high standards of performance for self and others. 
1.
Tell me about a time when you had to work very hard. 
· What caused this? 
· How did you sustain your energy and motivation? 
· How did you feel during this time? 
2.
Sometimes the end result of work we do does not show the amount of effort and hard work put in.   When has this happened to you? 
· What happened? 
· How did you react? 
· How did you feel? 
3.
Tell me about a time when you needed to maintain your enthusiasm and others’ enthusiasm for a challenging project. 
· Why was it important? 
· What did you do to maintain your enthusiasm? 
· What did you do to maintain the enthusiasm of others? 
· What feedback did you receive about how successful you were? 

4.
Provide an example that describes how you set work standards for yourself? 
· How do these compare with your colleagues? 
· Where would you say your standards are higher? 
· Where are the standards of your peers likely to be higher? 
5.
Provide an example that describes how you set work standards for others? 
· How does this compare with your colleagues? 
· Where would you say you set higher standards? 
Initiative 

Definition: proactive and self-starting; seize opportunities and act upon them; originate action and actively influence events. 

1.
Give me a recent example of a time where you showed initiative. 
· What were the circumstances? 
· In what way did you show initiative? 
· What was the outcome? 
2.
Give me an example of when you had to work without any guidance in an unusual situation. 
· What kinds of decisions did you have to make? 
· How did you cope? 
· What feedback did you receive? 
3.
Tell me about a time when you went to more senior people for help. 
· What was the background? 
· Why did you need help? 
· To what extent do you still seek advice in this area? 
4.
Tell me about a time when you took on some work outside your usual responsibilities. 
· What motivated you to take on these extra tasks? 
· What were the consequences of this? 
· What feedback did you receive on this? 
5.
Tell me about a time you saw an opportunity and drove it forward. 
· How did you spot the opportunity? 
· How did you decide whether to pursue the opportunity or not?
G: USE OF PSYCHOLOGICAL AND APTITUDE TESTING IN THE ACT PUBLIC SERVICE

These tests are those which can be used by employers as a part of the selection process in conjunction with interviews, application forms, referee reports and other selection tools.  They include tests for:

· general ‘mental ability’ such as problem solving, reasoning, verbal meaning;

· proficiency in certain skills;

· suitability for certain types of work;

· manual dexterity and coordination;

· personality traits such as assertiveness, objectivity, sociability; and

· visual acuity, colour vision, hearing sensitivity.

The use of such tests is lawful although there are restrictions on the availability of tests and on who can administer and interpret them.

Possible issues arising from the use of testing include:
Compatibility with the merit process 
· The use of any testing in relation to ACTPS selection must be consistent with the merit principle.  The purpose and nature of the test must be specified in advance to those being tested, components of the test should be reflected in the title of the test; for example if there are psychological components as well as aptitude it should be called a psychological and aptitude test - this also indicates that an accredited psychologist will be interpreting the results.  Equally, if the test is a basic aptitude test, ‘psychological’ should be dropped from the heading.  Applicants must be advised how the test relates to the position applied for, the ways in which the results will be used, and the fact that the results are confidential.  This information should form part of the selection documentation and be linked to the selection criteria.  

· Psychological/aptitude testing is only a part of the selection process and should not be used in isolation.  

Potential for discrimination 

· A possibility exists for a claim under the Discrimination Act 1991 if results of tests are used, in a manner which unlawfully discriminates against an applicant or employee, even if the test is only one of a number of reasons for the treatment of that employee.  Care is required in developing test material so that it does not discriminate against people on the ground of any of the attributes covered by the ACT Discrimination Act (see Attachment J).

· Testing should assess current and potential job related skills.  Previous, or possible future pregnancy, illness, disability or other protected attributes (under the Discrimination Act –see Attachment J) should not be considered.  The person conducting the testing must be aware of anti-discrimination laws and understand that the test must relate only to work that is essential to the position concerned.

· The Discrimination Commissioner is available to discuss the requirements of the Discrimination Act 1991. See Attachment J for contact details.

Suitability and relevance of testing 

· appropriately qualified and experienced staff must be involved in the development, administration and interpretation of tests.

· it is vital that any test developed relates exclusively and directly to the particular duties of the job.  An analysis of the job should be undertaken to identify the essential and non-essential requirements and testing should only apply to the essential elements of the job.  

· when testing for appointment it should be made clear in the selection documentation whether testing includes basic standards of literacy and numeracy and whether there are minimum requirements.  Selection documentation should also state whether training is available during probation to reach an identified competency level.

· the use of such tests is not inconsistent with the merit principle under s.65(1) of the PSMA which requires consideration of “. . . abilities, qualifications, experience, personal qualities . . . that are relevant to the performance of the relevant duties, . . .”.

Use of testing – approval process

Under the Management Standards Section 48 (Tests and Examinations), the Commissioner for Public Administration must approve testing of applicants and examinations for officers, to establish an order of merit for promotions and transfers.

All ACTPS agencies wishing to use psychological/aptitude testing must seek the approval of the Commissioner for Public Administration before undertaking such testing (the letter should be from the ACTPS agency human resource area; not a line manager).  The Commissioner must approve any testing process before implementation.  

The written request to the Commissioner should include the following information:
· type of test (sample to be included);

· purpose of test;

· details of qualifications of personnel who will administer and interpret the test; and

· evidence that the test complies with merit principles.

In making a decision the Commissioner will examine whether:

· appropriately qualified staff will administer and interpret tests. (Some tests may be given by human resources/employment staff; others require a qualified registered psychologist);

· there is appropriate use and delivery of such testing;

· tests are used as the sole reason for preferring one employee over another;

· there is cultural bias in testing;

· all people are to be tested under similar, standardised conditions, such as time limit and length of instructions.

Approval is granted to use psychological/aptitude testing for a particular method of testing.  If another method of testing is required, agencies must re-apply to the Commissioner for approval and provide details on the outcomes of the previous method of testing, and reasons for the alteration in approach.

H: Guide for Pre-Employment Checking Procedure

Nationality Checks

All permanent vacancies advertised within the Gazette are open to all Australian citizens or permanent residents of Australia.  Section 47 includes New Zealand citizens who reside in Australia and who hold a Special Category temporary residence Visa (a SCV) as permanent residents of Australia
.  

There are no nationality requirements in the PSM Act for temporary employment.  However, agencies must require and check original documentation that the person’s visa provides work rights, and any restrictions or conditions that may be attached to the working visa.  If an applicant is not certain about their visa and attached conditions, they need to contact the Commonwealth Department of Immigration.

A prospective employees’ birth certificate, or extract, is evidence of their country of birth.

Identity Checks

A chief executive (or delegate) must be satisfied of the identity of the person being appointed is the same as that of the person interviewed or who sat a selection test.  

It is suggested that:

1. the applicant’s birth certificate, or extract, is acceptable evidence of their date of birth, name and country of birth.  A valid passport giving evidence of identity and nationality may also be accepted;

2. other forms of evidence, including personal correspondence, drivers licences, bank statements, qualifications and memberships are not sufficient to establish identity; 

3. for all staff, the birth date of the person is required, for which a birth certificate or extract is required.  (section 23 of the PSM Act requires employee’ records to include date of birth).  Date of birth is not required for the purposes of assessment and selection but must be provided pre-employment;

4. the applicants’ signature be checked, using forms signed when applying for appointment and other forms of identification, eg drivers licence or passport;

5. if the applicant has legally changed their name due to marriage, divorce or by Deed Poll they must provide the legal documents to verify the details of that change; and

6. applicants who wish to be known by another name can do so, but must still provide the documents verifying their legal name as it appears on an official record, such as the Register of Births.

Another useful identity check includes seeking information from applicants of the names and details of previous employment for the past 5 years, and confirming these details pre-employment.  Applicants need to be advised that this information will be used for this purposes and previous employers will be contacted to confirm these details pre-employment.  If there are issues identified in the 5 year period, agencies should contact the applicant to provide them with an opportunity to respond and seek further information which could include assessment of more than 5 years employment history.

Mandatory Qualification checks

Prospective employees should provide one of the following as evidence of educational qualifications, from the educational institution issuing the qualification:

· certificate of qualification, such as a degree or diploma;

· a transcript issued by the educational institution listing subjects and results, and which states that the applicant has achieved the qualification; or 

· an official letter from the educational institution which certifies the applicant has achieved the qualification.  Noting that:

· if registration with a registration board, such as the Nurses Registration Board, is a requirement, evidence of current registration should be provided;

· applicants who have qualifications conferred overseas must be able to show that the qualification meets the standard required for the position; and

· it may be necessary for the qualifications accredited by an authorised institution such as the National Office of Overseas Skills Recognition (NOOSR).

Police checks

A police records check is arranged for all prospective permanent appointees, fixed-term and temporary employees.  It is the agencies responsibility to check that the person does not have convictions that will prevent them to be deemed a fit and proper person as defined within Section 9 of the PSM Act.

Police checks must be conducted before a person is engaged in any capacity, noting that while checks are legislatively required for permanent employment; best practice suggests that they should be conduced for temporary positions.

Police checks can be arranged by submitting the appropriate form (through the agency’s recruitment section) to the Australian Federal Police (AFP).  If agencies require priority clearance they can contact the AFP and pay an agreed fee.

If the check reveals an offence which may affect the prospective employees suitability for the position the Chief Executive (or delegate) must consider the following:

· the nature and seriousness of the offence;

· the number and frequency of the offences; and 

· the age and situation of the applicant at the time of the offence.

Prospective employees should have an opportunity to discuss offences which cast doubt on their suitability for appointment with the delegate making the appointment decision. 

Agencies should be aware of the need and/or restrictions on disclosing information concerning certain offences.  Part VIIC of the Crimes Act 1914 (Cth), the Commonwealth "Spent Convictions Scheme" provides protection for individuals with old minor convictions in certain circumstances. The Federal Privacy Commissioner has the power to investigate breaches of the legislation and is also required to provide advice to the Attorney General in relation to exemptions under the scheme. 

· Spent Convictions Scheme 

· Spent Convictions Compliance Notes 

· Commonwealth Spent Convictions Scheme: Exclusions (PDF file) or  (Word document) 

I: Aboriginal and Torres Strait Islander Recruitment

Aboriginal and Torres Strait Islander Strategy
The draft Aboriginal and Torres Strait Islander Strategy targets the recruitment, employment and retention of Aboriginal and Torres Strait Islanders at all levels in the ACTPS.  

Part of the strategy is that each agency must scrutinise their operations and identify opportunities to redress potential barriers while creating opportunities for more inclusive practices.  For example, agencies may need to consider altering communication methods (such as advertising in targeted publications and the development of selection criteria) to attract Aboriginal and Torres Strait Islanders to ACTPS positions.  The Strategy will guide agencies in these issues. 
The draft Strategy and further information is available from the Office of Aboriginal and Torres Strait Islander Affairs in Chief Minister’s Department:





GPO Box 158





CANBERRA CITY ACT 2601





(02) 6207 8708

(02) 6207 5862 (fax)
Identified positions

In addition to targeting the employment and retention of Aboriginal and Torres Strait Islanders in all ACTPS positions, a position may require specific skills and qualities related to dealing with Aboriginal and Torres Strait Islander issues.
Current arrangements for recruitment to Aboriginal and Torres Strait Islander identified positions include appropriate structuring of selection documentation to recruit the necessary skills and qualities to these positions.  An Aboriginal and Torres Strait Islander identified position is one where the efficient performance of the duties of the job requires certain qualities.
Two specific selection criteria have been developed which reflect these requirements including:

1. demonstrated knowledge and understanding of Aboriginal and Torres Strait Islander peoples' societies and cultures and an understanding of the issues affecting Aboriginal and Torres Strait Islander people in contemporary Australian society and the diversity of circumstances of Aboriginal and Torres Strait Islander Australian People; this includes

i. an awareness of disadvantages faced by Aboriginal and Torres Strait Islander people,

ii. an appreciation of the impact of these factors on individuals and communities,

iii. knowledge will depend on applicant’s background and experience living and working with Aboriginal and Torres Strait Islander Australians or from their personal experience or family background, and
2. demonstrated ability to communicate sensitively and effectively, including the requirement for proper negotiation and consultation, with Aboriginal and Torres Strait Islander people including;

i. an understanding of the formal and informal patterns of communication within an Aboriginal and Torres Strait Islander Australian Peoples' community,

ii. a sensitivity to the social and political decision-making processes operating in that community,

iii. sensitive and effective communication may include being able to speak a relevant Aboriginal and Torres Strait Islander peoples' language or Creole so that people will discuss concerns and issues affecting them;

The two specific selection criteria may be relevant if:

· positions where the duties relate to the development, implementation, monitoring, or evaluation of policies and programs which directly impact on Aboriginal and Torres Strait Islander peoples,

· positions with a large number of Aboriginal and Torres Strait Islander clients, and

· staff development and training positions where the duties relate to the development and implementation of training courses and development programs for Aboriginal and Torres Strait Islander staff;
The two criteria may be less relevant if duties relate to the provision of technical or administrative support to units or program delivery areas working with Aboriginal and Torres Strait Islander peoples.

Recruitment to Aboriginal and Torres Strait Islander specific classifications

Division 3.10. 2 and Division 3.10.3 set out certain Aboriginal and Torres Strait Islander programs for the purposes of section 65(3) of the PSM Act to encourage employment in the Service, and advancement from designated training offices.

J: UNLAWFUL DISCRIMINATION 

The Discrimination Act 1991 (ACT) makes it unlawful to discriminate directly or indirectly on the ground of any of the following attributes:

	· sex;
	· sexuality;

	· transsexuality;
	· relationship status;

	· status as a parent or carer;
	· pregnancy;

	· breastfeeding;
	· race;

	· religious or political conviction;
	· disability;

	· spent conviction within the meaning of the ACT Spent Convictions Act 2000
	· age;

	· membership or non-membership of an association or organisation of employers or employees;
	· association (whether as a relative or otherwise) with a person identified by reference to a protected attribute;

	· profession, trade, occupation or calling
	


Direct discrimination occurs where a person is treated unfavourably on any of these grounds.  Indirect discrimination may occur where an employer imposes a condition or requirement that has the effect of disadvantaging a person on any of these grounds.  A requirement to work full-time has been found to disadvantage women because they are more likely to have family responsibilities.  However, this does not mean it will always be unlawful discrimination, as the condition or requirement may be reasonable. 

‘Positive discrimination’ can be lawful where it is necessary to ensure equal opportunities or meet special needs. 

It can also be lawful to recruit someone with a particular attribute (eg sex or race) where this is essential to the nature of the job, termed a ‘genuine occupational qualification’. 

If in doubt about the implications of anti-discrimination or human rights law for your recruitment process, seek advice from the ACT Human Rights Office.  

The Human Rights Office also offers public education and information services about ACT anti-discrimination and human rights.  Education and training can be requested by contacting the Human Rights Office at:





Human Rights Office
GPO Box 158

Canberra City ACT 2601

(02) 6207 0576 

(02) 6207 0587 (fax)

human.rights@act.gov.au
K: ACTPS EMPLOYMENT FRAMEWORK FOR PEOPALE WITH A DISABILITY

The ACTPS Employment Framework for People with a Disability (the Framework) is a whole of government policy which targets the recruitment, employment, training and support, promotion and retention of people with a disability within the ACTPS.  The framework requires all agencies to review their policies with a view to reduce potential barriers and develop more inclusive practices.  The framework is supported by the Equity and Diversity Toolkit which is available online at the PSM website.

Recruitment

The Framework’s goal is that people with a disability are able to access sustainable employment opportunities in the ACTPS commensurate with opportunities available to the general community.  One central initiative to achieve this goal is a partnership between the ACTPS and Disability Works Australia (DWA) to assists people with a disability to gain employment in the ACTPS.

DWA facilitate and enhance the employment of people with disabilities by providing employers and Disability Employment Services with a single, free, effective contact point for recruiting people with a disability.  DWA also provide information on disability employment issues in general.

There are two main pathways to recruitment for people with a disability in the ACTPS.  The first is through normal recruitment processes, modified in accordance with the principle of reasonable adjustment, and the second is the use of the Disability Employment Program under the Management Standards.  All recruitment is merit based.

Recruitment processes

Mainstream advertised vacancies

Permanent vacancies are automatically notified to DWA prior to advertising through the Gazette process.  Temporary positions can be notified prior to advertising.  This is a matter for agencies.  DWA work with the network of Disability Employment Services to identify people with disabilities who would be suitable candidates for those positions.  DWA also works with the applicants to assist them to apply for those positions.  DWA can also assist agencies to apply the principle of reasonable adjustment when interviewing applicants.  An applicant with a disability competes with other applicants in an open merit based process.

Disability Employment Program

Management Section 247, pt 3.11 provides for a Disability Employment Program. The program is an equal employment opportunity program under the PSM Act.  Equal employment opportunity programs are designed to ensure that appropriate action is taken to eliminate discrimination against identified groups (including people with a disability) in relation to employment matters in the ACTPS.

The program provides opportunities for people with disabilities to access permanent employment at all levels in the ACTPS.  It also facilitates temporary engagement of people by providing a database of candidates for use by agencies.  Temporary employment provides valuable opportunities for people with a disability and may lead to permanent employment either within the ACTPS or elsewhere. 

The Program provides discretion for Chief Executives, or their delegate, to identify vacancies for permanent or temporary employment of a person with a disability.  Under the program the identified vacancy is filled from a pool of suitable applicants provided by a Special Employment Service as defined under the program.  

Reasonable Adjustment

Both the Disability Discrimination Act 1992 (Cth) and the Discrimination Act 1991 require all agencies to make reasonable adjustments to employment arrangements to accommodate a person with a disability.  This may include the following adjustments:

· changes to recruitment/ selection processes;

· changes to methods used for testing, assessing or selecting;

· changes to the workplace or work related premises, equipment, or facilities, including providing additional facilities;

· changes to work related communications, or information provisions, including changes to the format in which the information is available.

· changes to work arrangements including hours of work and use of leave entitlements;

· changes to work related rules or other matters necessary to enable a person to comply with rules;

· changes to training, transfers, acting, trial or higher duties positions, traineeships, or other forms of opportunity to demonstrate or develop capacity in a position;

· providing interpreters, readers attendants or other work related assistance;

· facilitating use of equipment or assistance;

· providing training to co-workers and supervisors.

Reasonable adjustments, where necessary, ensure equity by providing all applicants with equal opportunity to: be considered for the position; perform the requirements of the job; and enjoy the terms and conditions of employment.  

Further information

For further information about the Employment Framework for People with a Disability please contact:

Senior Policy Officer

Strategic HR

Public Sector Management & Industrial Relations

Chief Minister’s Department

Ph: 02 6205 0503

L: REFERENCES

	ACT Gazette
	http://www.publishing.act.gov.au/gazette/

	ACT Legislation
	http://www.legislation.act.gov.au

	Commonwealth legislation
	http://scaleplus.law.gov.au

	Commonwealth Spent Convictions Scheme
	http://www.privacy.gov.au/act/convictions

	Commonwealth Spent Convictions Scheme: Exclusions
	PDF file  - http://www.privacy.gov.au/publications/csce.pdf
Word document - http://www.privacy.gov.au/publications/csce.doc

	Institute of Public Administration Australia
	http://www.ipaa.org.au/ 

	Newspapers
	Canberra Times - http://canberra.yourguide.com.au/home.asp
The Australian - http://www.theaustralian.news.com.au/
Australian Financial Review - http://afr.com/
Sydney Morning Herald - http://www.smh.com.au/

	On-Line Recruiting
	Seek - http://www.seek.com.au/
Career One - http://careerone.com.au/
ALIAnet (libraries and info mgt) - http://www.alia.org.au/

	Privacy Commissioner’s website
	http://www.privacy.gov.au

	Public Sector Management Standards
	http://www.legislation.act.gov.au/di/2006-187/default.asp

	Public Sector Management website
	http://www.psm.act.gov.au

	Recruitment agencies
	Adecco - http://www.adecco.com.au/

Hudson - http://www.hudsonresourcing.com.au/
Green & Green - http://www.greengroup.com.au/
Effective People - http://www.effectivepeople.com.au/
Quadrate Solutions - http://www.cwb.org.au/directory/goodwin.shtml

	Territory Records Office website
	http://www.territoryrecords.act.gov.au/

	Human Rights Office
	http://www.hro.act.gov.au/index.html



The key behavioural aspects of each question have been highlighted in bold italics.
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� This is based on the timeframe for appealable temporary performance directions/higher duties under the Template Agreement.  Agencies may have different arrangements under occupational agreements and should check those agreements.


� Recognition of a SCV holder as a permanent resident only relates to the appointment of persons under the PSM Act, and does not affect a person’s residency status in relation to any other federal, state or territory law.  Any issues relating to permanent residency should be referred to the relevant body, for instance the Commonwealth Department of Immigration.  
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