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1. Introduction

The Recruitment Policy has been established to ensure Victorian Women with Disabilities Network (VWDN) has the opportunity to attract the best available staff for all vacant positions.  

Recruitment of staff will comply with all legal requirements, and in accordance with Equal Employment Opportunity (EEO) principles and other policies and procedures adopted by VWDN.  The Recruitment Policy outlines the process of selecting personnel in a non-discriminatory manner and on the basis of merit.  

2. Purpose
The purpose of this document is to ensure that a standard approach is adopted for the recruitment of all vacant positions.
3. Policy
3.1. Recruitment of staff will be guided by requirements of relevant legislation VWDN policies and for developing a workforce profile that reflects its membership base and the organisations vision, mission and strategic plan. 
3.2. VWDN will actively recruit women with disabilities to vacant positions whenever possible.  In order to comply with relevant legislation, VWDN has gained exemption from the Equal Employment Opportunity Act 1995 (Vic) through the Victorian Civil and Administrative Tribunal allowing VWDN to employ women only, employ women with disabilities only, and have women only members.  VWDN will seek to continue to maintain exemption under the Equal Opportunity Act (1995) (The Act) in order that it may actively recruit women with disabilities.

3.3. All appointments will be made on the basis of careful and consistent application of the principle of merit.

3.4. Recruitment and selection processes will be consistent, transparent, professional and timely.

3.5. All processes will be conducted so as to guard the confidentiality of applicants and in accordance with privacy legislation and policies.

3.6. Recruitment and selection processes will be conducted on the basis of fair and equitable treatment of all applicants.
3.7. Communication with applicants during the recruitment process will be conducted in a way that meets the applicant’s communication needs.

3.8. Recruitment and advertising procedures in this policy do not apply to short term positions (4 months or less).  For short term positions, an interview with suitable applicants will be conducted by the Executive Officer or delegate, references sought and a letter of appointment provided to the successful candidate.

4. Procedures
4.1. Create a Position Description
4.1.1. A position description must be created for all positions.  A position description is the statement that outlines the principle accountabilities of the position and the essential and desirable criteria for appointment to the position.
4.1.2. Position descriptions must be approved by the Executive Officer and be completed using the VWDN position description template (Refer Attachment C).
4.2. Advertising the position
4.2.1. Fixed-term positions(exceeding 4 months duration) and all permanent positions will be advertised internally and through relevant networks, e-lists, community sector recruitment websites (for example Pathways Australia), the VWDN website and through the Disability Employment Network.  
4.2.2. For project work and short-term positions (4 months or less) temporary staff may be sourced through a recruitment agency or a consultant may be engaged to undertake the work where deemed appropriate.
4.2.3. An advertisement should be created to highlight the key functions of the role, position title, hours for work and classification.
4.2.4. All advertisements must be approved by the Executive Officer.
4.2.5. All advertisements must state that “Women with disabilities are encouraged to apply” and list the exemption number relevant to the Equal Opportunity Exemption.
4.3. Screening applicants

4.3.1.  All applicants will be given an acknowledgement that their application has been received as soon as possible after the application closing date.  Whenever possible, applicants will be given an indication of the recruitment timeline relating to the position and the interview panel.  This may include anticipated timeframe for short-listing of applicants and the process for notifying successful or unsuccessful applicants.
4.3.2. Applicants will be screened according to the key selection criteria contained in the position description.  Applicants who do not meet the key selection criteria and are not suitable to be short-listed for an interview will be notified that their application is unsuccessful.  
4.3.3. The Executive Officer will be involved in the screening process and will create a short-list of applicants to be invited to attend an interview.
4.4. Interviewing
4.4.1. Short-listed applicants will be contacted to arrange a mutually convenient time for an interview.  
4.4.2. The format of the interview will be easily accessible and inclusive for people with a disability.  The candidate should be asked if they have specific requirements in order for them to participate in the interview and be informed this will not prejudice the interview panel.  
4.4.3. All necessary provisions will be made to meet the communication needs of the applicant, within the capacity of VWDN.
4.4.4. The interview process will be conducted by a panel which will include the Executive Officer. 
4.4.5. At least two panellists will conduct interviews and for senior positions a Board representative will be invited to participate.
4.5. Reference checking
4.5.1. A minimum of two reference checks are to be conducted by the Executive Officer on the preferred candidate.  Details of the reference checks should be attached to the candidate’s application for future reference.
4.5.2. Refer to Attachment A – Conducting Reference Checks for more information.
4.6. Appointing a new staff member
4.6.1. The Executive Officer will prepare a written Letter of Offer for the successful candidate.  A standard Letter of Offer will be used for all offers of employment and will confirm the start date, salary, position and the terms and conditions of employment. 
4.6.2. Enclosed with the Letter of Offer (2 original copies) will be Tax File Number Declaration, Withholding Tax Form, Form, Employee Contact Details Form, Payroll Form, Salary Packaging Information and a Copy of the Enterprise Agreement.
4.6.3. Once the successful candidate has returned the signed Letter of Offer and other related documents, the Executive Officer will notify the remaining unsuccessful candidates that their application has been unsuccessful.
4.6.4. New staff members will be inducted to VWDN in accordance with VWDN induction policy
4.7. Promotions

The Executive Officer may wish to promote an employee who meets the specific selection criteria into a vacant position.  
4.8. Direct Appointments

With approval from the Board, the Executive Officer may appoint outstanding individuals by invitation and without advertising where it is in the interest of VWDN.  
5. Responsibilities

It is the responsibility of the Executive Officer to authorise all staff appointments
6. Related Documents
· Attachment A – Conducting Reference Checks
· Attachment B – Reference Check Proforma
· Attachment C – Position Description Template

· Engagement of Consultants Policy
· Equal Employment Opportunity Policy
· Inclusive consultation and communication with people with a disability guidelines (2008), Victorian Department of Planning and Community Development, Office for Disability 

· Induction Checklist
· Equity and Access Policy

7. Dissemination
This policy will be kept in the Policy and Procedure Manual.

This policy applies to recruitment processes for both paid and unpaid positions at VWDN, but does not apply to board positions.  The recruitment and appointment processes for board positions are outlined in the Rules of Victorian Women with Disabilities Network Inc and in VWDN Board Policies.
8. Acknowledgement

· Our Community Website

· Women’s Health Victoria

9. Authorisation

Signed by Keran Howe, Executive Officer

Date:
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Attachment A – Conducting Reference Checks

Reference checks is a selection technique that addresses previous job performance. 

It is designed to confirm information obtained from a candidate by discussing the candidate’s performance with previous supervisors.

As per VWDN policy, a minimum of two referees should be contacted (preferably the candidate’s two most recent employers). 

Some tips for conducting a successful reference check are:

1. Plan your call in advance, but be flexible. The conversation may not proceed exactly as planned. As with interviewing, reference checking gets easier with practice.

2. Introduce yourself immediately, stating your position with your organisation and explain the purpose of your call. Ask if the referee is available for discussion, and if not, arrange to call again later. 

3. Be yourself. Relax and attempt to establish a rapport with the person to whom you're speaking.

4. Mention that the candidate is one of several being considered for a position in your organisation, and confirm the accuracy of the employment information provided by the candidate (e.g. dates of employment, job duties and anything else that is relevant).

5. Take notes as the referee speaks.

6. Tell the referee about the position for which the candidate is being considered. This makes the exchange of relevant information easier.

7. Let the referee talk freely. As with interviewing, open-ended questions and follow-up statements will work best. Listen for obvious pauses and be ready to probe for further information; if you reach a dead end with a particular topic, leave it and return later if necessary.

8. Don't end the conversation until you have sufficient information. Use summary statements to clarify ambiguous answers. Finish your conversation by asking "Would you re-hire this applicant if you had the opportunity?"

9. Confirm that the referee is comfortable that the information disclosed is covered by the Federal Privacy Legislation.

10. Thank the referee for their help.
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Attachment B  – Reference Check Proforma
Verbal Reference Check

	Date:
	

	Candidate name:
	

	Referee’s name:
	

	Referee’s title:
	

	Company name:
	

	Period worked together:
	


What were candidate’s major responsibilities?

Can you describe the candidate’s performance on a day-to-day basis?

Can you describe the candidate’s commitment to her role and the organisation?

What are the candidate’s major areas of strength?

Does the candidate’s have any areas in need of development?

How does the candidate’s get along with other people…. peers, managers and clients?

What sort of management style do you believe is best suited to the candidate’s?

What is the candidate’s reason for leaving the organisation? 

Hypothetically speaking if  the candidate’s was short-listed for a new role for you, would you re-employ him/her?
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Attachment C – Position Description Template
Insert position description template here
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