RANCH Inc.

PROCEDURE MANUAL
SECTION 1:  GOVERNANCE
PROCEDURE NO: 1.8
PROCEDURE TITLE: STAFF RECRUITMENT AND SELECTION


1.0 PROCEDURE

1.1   Identify workforce need 
Has an established position become vacant, or is there a demonstrated need for a new position?  Considerations to include are (a) Budget and (b) Workforce plan
1.2
Review position description and classification
The President of the Committee of Management or delegate will:

· clarify the type of position required; the proposed job classification and salary; and the required skills, knowledge and behaviours 

· check the position title is in line with official position title guidelines 

· check the position description is up to date, including position accountabilities, key selection criteria, qualifications, skills, knowledge and behaviours

· consider other requirements such as health and safety, web publishing and mandatory checks (for example, Working with children or police checks) 

· decide on attraction, recruitment and selection methods, including any targeted search activities for equity groups or specialised and difficult to source skill sets

· Decide on selection panel members and the extent of their activities – for example, will they be involved in initial applicant screening

· confirm the advertising budget available

· establish the selection panel and contact panel members to clarify their responsibilities, involvement and meeting times

1.3 .Sourcing and advertising 
The position can be advertised through: 

· online websites

· specialised websites (professional forums and associations)

· print media (newspapers, magazines, journals)

· agencies (general or Search)

· referrals /word of mouth

1.4 Shortlist candidates 

Shortlisting is a way to narrow the field of candidates to those you would like to interview or assess. The shortlist to be approved by the President of the Committee of Management prior to the interviews.
1.5
Selection of Interview Panel
The interview panel will consist of no more than four (4) selected persons and shall include the President of the Committee of Management, and one (1) external person representing a community development orientated organisation

1.6. Conduct interviews and assessments 
Prepare and agree on the questions to be asked of all applicants through the interview process.

1.7   Check references.
The President of the Committee of Management or delegate will undertake reference checking in line with the requirements of the role. 

1.8   Select preferred candidate 
This will be the candidate who best meets the selection criteria. If any additional information is required, recall the candidate for a second interview
1.9   Make a verbal offer 

Obtain approval from the Committee of Management to generate offer of appointment.  President of the Committee of Management or delegate to extend a verbal offer of appointment to the preferred candidate once the offer has been approved. 

1.10   Organise required checks 

The President of the Committee of Management or delegate in consultation with the Administration Officer will arrange the verification checks where appropriate; including
· Police checks

· Working with Children checks

· Sighting and verification of qualification
1.11 Contract offer and acceptance 
The President of the Committee of Management or delegate shall:

· Prepare the letter of offer.

· Send the letter of offer to the preferred candidate.

· Receive signed letter of offer from preferred candidate.

· Ensure all relevant checks have been successfully completed.

1.12 Contact unsuccessful applicants 

After the successful candidate has accepted the contract the President of the Committee of Management or delegate will advise within three (3) working days all unsuccessful candidates via telephone or email.

1.13   Commence induction

 The President of the Committee of Management or delegate will advise the other Committee members of the start date and induction and probation provisions.
SCOPE


This procedure applies to the recruitment and selection of all fixed term and continuing staff members.
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