Draft Pro forma

For Development of Your Health Service’s Own Policy

(Insert Health Service Name Here)
Employment Policy

1. ......HS aims to recruit and retain the best available team of people by:

· Attracting the highest standard of candidates for any vacant position.

· Selecting staff equitably and thoroughly.

· Increasing the involvement of local Aboriginal people.

· Clear communication of expectations and standards, using job descriptions and a staff code of conduct. 

· New staff receiving orientation and training in Health Service procedures.

· Treating staff with respect, fairness and honesty.

· Providing a safe, healthy, rewarding and satisfying working environment.

· Providing staff with the opportunity for personal and professional development, review and feedback.

2. .....HS recognises it responsibilities as an employer include:

· Meeting minimum employment standards as detailed in the Workplace Relations Act, awards and enterprise bargaining agreements (EBAs).

· Not discriminating against groups or individuals on the basis of race, gender, age, sexuality, marital status, pregnancy, physical, intellectual or psychological impairment (including HIV/AIDS) and religious or political beliefs, activities or practices.

· Keeping records of all employees.

· Providing a healthy and safe work environment as specified in the NT Work Health Act.
3. Principles
· All appointments will be made on the basis of merit following the process set down in this policy.

· All permanent positions will be advertised locally and nationally.

· All recruitment will be done the same way/process.

· The confidentiality of all applicants will be ensured.

· All decisions will be documented.

· Selection interviews will be conducted for all permanent positions. 

· All terms and conditions of employment, including job offers, are in writing.

· All newly employed staff have a three month probationary period.

Positions of six weeks or less duration

4. The administrator can appoint an employee for periods of six weeks or less.  No selection process is required.  However, in making such an appointment, the administrator is expected to follow a process that is open and transparent.

Casual Appointments

5. Casual appointments are just for short times and should not exceed three months. 

6. .....HS reserves the right to

· Not fill a vacant position.

· Not make an appointment to a vacant position.

· Invite specific persons to apply for a vacant position.

· Approach individuals to fill a vacant position where advertising has proven unsuccessful.

· Utilise local media outlets such as ...... to promote .....HS as an appropriate employer to local Aboriginal people and youth in particular.

Interview/Selection panel

7. Panels should usually comprise 3 -5 people and may include

· A health board member.

· A supervisor and/or co-worker of the position to be filled.

· A person who has worked in the position or who is familiar with the position. 

· Someone who can provide information about employment conditions.

8. Wherever possible panels should have a balance of men and women and a balance of indigenous and non indigenous staff.

9. The function of the selection panel is to:

· Review all applications against the Selection Criteria and Job Description.

· Prepare a short list of applicants for interview.

· Develop questions for the interview.

· Conduct all interviews including an assessment of each applicant.

· Rank applicants in order of suitability.

Recruitment Procedure 

10. Check:

· There are funds available for wages and on costs.

· The funds are recurrent if permanent position.

· The funds cover necessary expenses for employee to undertake job eg equipment and capital items such as vehicle.

· Accommodation is available.

· Whether there is appropriate support available from external agencies (eg GPPHCNT).

· If there assistance in travel costs for face-to-face interviews (eg GPPHCNT, CentreLink).

· Funding body eligibility criteria eg undischarged bankrupts.

11. Seek health board approval for recruitment to the position.

12. Develop and/or review the job description, selection criteria with current staff.

13. Advertise position in local, and (if appropriate) national newspapers, journals. Circulate the advert to other health services, agencies and DHF, and to relevant web sites eg PHAA.

14. Ensure the ....HS Information for Applicants package is up to date to send with a covering letter to potential applicants. 

15. Identify selection panel (three but no more than five people). 

16. Go over and further develop selection criteria with the selection panel. 

17. Inform applicants that their application has been received.  

18. Short list applicants with the selection panel. Any applicant who does not fulfil an essential selection criterion (including essential qualifications, registrations and experience) can be strictly discarded. Then consider desirable criteria. If there are only a few applicants left, the panel may decide to interview them all. However, if there are still many applicants it is wise to shorten the list further by considering applicants who fulfil desirable criteria. If possible it is desirable to limit the number of people to be interviewed to no more than four. The administrator should keep records of the reasons for the panel’s decision in case allegations of unfairness or discrimination are made.

19. In line with the affirmative action policy, Aboriginal applicants who have most of the essential skills and experience may be short listed if the selection panel considers that the other skills/experiences can be developed through training and on-the-job support.

20. Inform all applicants of whether or not they have been selected for an interview. Write to unsuccessful applicants. Contact successful applicants by phone to arrange an interview time. Interviews may be conducted by phone (if a speaker phone is available) or in person.  

21. Check referees and registration board for short-listed applicants. Police checks are also important if the position involves management of finances. Immigration status may be relevant for some applicants. This can be done now or after interview.

22. The selection panel reviews job interview questions and decides who will ask what.

23. Conduct interviews and decide who will be good for the job. See 11. Document reasons for the decision.

24. Make a recommendation to the Health Board.

25. Contact the successful applicant to negotiate commencement date.  Review salary range (according to experience) and other practical issues and then send a letter of offer.

26. Once the successful applicant has accepted the position, write to unsuccessful applicants.

27. If chosen applicant declines the position the second person on the recommendation is reviewed for suitability to the position.  If the second person was rated as suitable, then they are contacted, and so on down the list of suitable applicants until the position is filled.

