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1.0
POLICY

Engage Christian teaching and non-teaching staff and volunteers (including Board Members) who support and provide the best possible Christian Education. 

In extenuating circumstances (where vacancies cannot be filled by Christians) qualified candidates may be considered at the discretion of the Principal. 

The Principal (or designate) is responsible for recruitment of staff and the Board is responsible for recruiting the Principal. 

2.0
SCOPE

 Sources for Recruiting 

 Stages of Recruitment and Selection

 Defining Requirements

 Selection Criteria

 Attracting Candidates

 Selecting Candidates

 Short listing from Letters of Application

 Interviewing

 Appointing

 Induction Training

 Disclaimer

3.0
PROCEDURE 

Sources for recruiting staff

Staff can be sourced in a number of ways including:

 Internal recruitment – existing staff, Church partners 

 External recruitment – advertising in newspapers, on the Web, Industry bodies

 Planned Succession 

 Approaches by Management to direct individuals with specific skills for the job

 Employment Agencies (Private Employment Agents registered in Queensland, Job Network and 


Open Employment Services)

Stages of Recruitment and Selection

Recruitment and selection is carried out in six stages which are considered separately as follows:

 Defining Requirements – Preparing job descriptions and job specifications. Deciding terms and conditions of employment

 Attracting candidates – Reviewing and evaluating alternative sources of applicants, inside and outside the Organisation. Advertising and tapping other sources

 Selecting candidates – Sifting applications, interviewing, test assessing candidates, offering employment and obtaining references

 Appointing Candidates to Staff – Ensuring all administration requirements are completed

 Induction – Receiving and welcoming a new employee, ensuring that basic Organisational information is provided to the new staff member and a three month probation is undertaken

 Ongoing Support – Ensuring that new staff are supported to achieve their best performance in the job to which they are appointed.

Defining Requirements

1. Develop (or adapt) a Job Description for the position that includes selection criteria

2. Identify relevant wages and conditions 

3. Gain the approval of the Board

Selection Criteria 

The following selection criteria, as a general rule, should be applied to all staff and volunteers in the school. 

· Vocational Experience 

· Giftedness

· Doctrinal Position

· Christian Character

· Conviction concerning Christian Education

· Current Working with Children Card or Teachers Registration 

NOTE: Applicants are responsible to meet any costs associated with obtaining a current Working with Children Card or Teacher Registration.

Attracting Candidates

Candidates for jobs may be attracted by the following means:
 Internal expression of interest – each expression of interest should be acknowledged in writing.

 External Advertising – usual purchasing procedures apply

 By personal approach – usual application process applies

Short-listing from Applications
 Maintain a record of each application

 Post or email an Acknowledgement Letter 

 Compare the applicants to the key selection criteria, rate and shortlist.

 Shortlist 3-5 applicants for interview

 Invite the candidates to an interview / second interview maybe required.

 When a successful candidate has been chosen and has accepted the position, send a letter to all applicants 


All records of unsuccessful applicants should be held together in a locked cabinet until the end of the 
relevant School year then destroyed. 


All records should not be used for any other purpose unless permission is obtained.

Interviewing

The interview is used to select the best candidate for the job.  

The Principal (at least) will conduct an interview with each new staff person or volunteer. The Principal may form an interview panel of no more than three people and may include members of the Board, staff members and/or Parent Group representative. 

The following procedure should be implemented in interviewing:

 Plan the interview;

 Provide a copy of questions to candidate prior to interview;

 Establish an easy and informal relationship between the panel and the applicant;

 Encourage the candidate to talk;

 Ask the same questions of each candidate;

 Probe where necessary;

 Allow panel members to draw the candidate two times each question;

 Analyse candidate career and interest to reveal strengths, weaknesses and patterns of behaviour;

 Allow up to an hour for each interview; and

 Score each interview immediately after.

Appointment 


When a candidate is offered a position and accepts, a personnel file should be established and 
include:
 Application for Employment

 Staff Information Form

 Resume

 Tax File Number 

 Tax Declaration Form


In all cases, the following administration should be undertaken: 

 Letter of appointment confirming details of the position and a start date

 Attach a Job Description and Staff Handbook (when available) to the letter of appointment


A signed copy of the Job Description should be held on the personnel file. 

Induction Training


Induction should be undertaken by the Principal (or designate) within three months of the new staff person commencing. 


A record of induction should be held on the new staff members personnel file. 

Supervision and Support 

New staff will be supported in their role within the College.

The Principal will designate a staff member to supervise the new staff member on a weekly basis for a period of 3 months or until familiarity with responsibilities is attained.

Professional Development 


The Principal shall ensure that an annual schedule for professional development is undertaken within 
the constraints of budget and any professional development priorities identified for individual staff 
members.


Staff members should be advised of the schedule for professional development and any changes that 
occur throughout the school year. 

Staff Discipline 

Disclaimer


Management reserves the right to approach and select individuals with specific skills for specific projects on a time-limited basis. This may occur if a new service/product is introduced and a selected individual has the skills required to do the job.

4.0
DOCUMENTATION


Job Descriptions 


Staff Handbook (when available)


Letter of Acknowledgement 



Letter of Appointment


Staff Information Form 
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