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	Instructions

	Once you have received applications, use this checklist to complete a recruitment selection process in combination with relevant enterprise agreements, legislation and directorate policies and procedures. If you are not sure about a step in the process, please contact your directorate HR team or Shared Services recruitment team. This checklist can be used by chairs, selection committees, delegates and scribes.


	Establishing Committee
	Completed?

	1. Chairperson convenes Selection Advisory Committee or Joint Selection Committee (SAC or JSC) as appropriate (assessment by JSC must have been notified at the time of advertising). Selection Committee membership must be in line with ACTPS and/or agency policy:

· Usually three members, minimum of two members (may be dependent on size of agency and/or nature of vacancy)

· Gender mix (where appropriate)

· One member from outside the immediate work area at same level or above same level of the position

· Committee Chair is at least one level above the level of the position and

· If Joint Selection Committee (JSC), one member is identified as the approved union nominee and can be at any level
	 FORMCHECKBOX 


	2. Chairperson and committee members ensure they are familiar with principles of merit selection in accordance with ACTPS legislation and policy, and ensure they are aware of directorate-specific recruitment policies and guidelines and have completed any required training. Further guidance can be found in the ACT Public Service Recruitment Guidelines.
	 FORMCHECKBOX 


	3. Chairperson and committee members confirm and document that they have no conflict of interest in conducting the selection process.  For Shared Services positions, this is documented on the Shared Services Declaration of Impartiality. Other business units or Directorates may use other forms or complete this at other stages of the process.
	 FORMCHECKBOX 


	Determining assessment methods
	

	4. Committee members agree on assessment methods to be used. When choosing an assessment method/s preliminary discussions should be had by the selection committee to determine which method/s is most relevant to the competencies required for success in the role. All members of the committee should understand the reasons for choosing the method/s, the information sought, and the weighting/value of the chosen methods in relation to the overall assessment of applicants. For further guidance on selecting assessment methods refer to the ACT Public Service Recruitment Guidelines Toolkit 8 – A Guide to Assessment Methods.
	 FORMCHECKBOX 


	5. Develop interview questions or organise other assessment methods if required. For further guidance on developing interview questions refer to the ACT Public Service Recruitment Guidelines Toolkit 9 – Developing Interview Questions.
	 FORMCHECKBOX 


	6. Organise scribe if required; ensure procurement guidelines relating to expenditure are met.
	 FORMCHECKBOX 


	7. Pre-book venue or room if required.
	 FORMCHECKBOX 


	Shortlisting and assessment
	

	8. On the Schedule of Applicants, Chair adds applicant details for any application forward directly to contact officer (i.e. not received and recorded through Shared Services) and circulates Schedule and all applications to Committee members. The committee can use their discretion in accepting, or rejecting, late applications.
	 FORMCHECKBOX 


	9. Committee identifies from Schedule of Applicants any excess or potentially excess officers and assesses these officers in isolation. The selection committee should not consider any other applicant until assessment of the excess officer has been completed. This should be a genuine assessment of whether the employee is suitable for the vacancy, and should emulate the same assessment process that would be used for other applicants.  Excess or potentially excess officers are regarded as suitable so long as they can demonstrate they will be suitable with reasonable training and a reasonable period of time (generally three to six months). Where more than one excess employee applies, a competitive merit selection process should be conducted between the excess employees. If considered suitable, no other applicants need assessing.
	 FORMCHECKBOX 


	10. Committee identifies from the Schedule of Applicants any applicants who have received a voluntary redundancy in the last two years. With the exception of officers covered by a Memorandum of Understanding for the NDIS transition, individuals who have received a voluntary redundancy in the last two years are generally ineligible to be re-engaged within the two year exclusion period.
	 FORMCHECKBOX 


	11. Committee identifies from applications if any applicants are ineligible based on eligibility requirements of position or residency/citizenship requirements for permanent or temporary roles. Further information on eligibility is outlined in the ACT Public Service Recruitment Guidelines Toolkit 7 – Tips for Effective Shortlisting.
	 FORMCHECKBOX 


	12. Committee shortlists the most competitive applicants in accordance with the position requirements and agreed assessment methods, determines interview or assessment schedule, and updates Schedule of Applicants:

· Indicate for each applicant whether they are shortlisted for interview/further assessment or not; and
· Identify reasons for not selecting an applicant for interview/further assessment.
	 FORMCHECKBOX 


	13. Chair notifies short-listed applicants of interview/further assessment methodology including any qualifications/certifications, referee reports etc that they are required to be provided at the next stage of assessment. 
	 FORMCHECKBOX 


	14. Committee conducts interview or further assessment processes, assesses applicants using the Recruitment Rating Scale, agrees on recommendations to delegate and prepares Individual Assessments and a Comparative Assessment and collects Referee Reports if required. These documents are found in the How we hire section of www.jobs.act.gov.au. Please contact your directorate Strategic HR team if committee members cannot agree on a recommendation to the delegate.
	 FORMCHECKBOX 


	Selection Report
	

	15. Chair prepares online Selection Report on the Shared Services website and attaches:
· Individual and Comparative Assessments

· Updated Schedule of Applicants
· Any applications not received by Shared Services

· Referee reports (if used)

· Certified true copies of mandatory qualifications/registrations where these are required elements of the assessment methodology

· Evidence of excess officer assessment if this was required

· Evidence of applicant advising of their withdrawal if this occurred
· Copies of unsuccessful letters for non-shortlisted applicants (if the committee despatched these)
	 FORMCHECKBOX 


	16. Committee members receive approval request and approve/comment on the online Selection Report ensuring it is agreed recommendation.
	 FORMCHECKBOX 


	17. Delegate receives approval request of online Selection Report and makes decision, ensuring:

· Committee membership was appropriate and in line with ACTPS policy
· Reasons for non-interviewed/further assessed applicants were valid

· Assessments were reasonable

· Recommendation/s are valid and meet legislative requirements and other policies. 

 Form is received by Shared Services recruitment if approved. Chair retains record of documents to provide post assessment feedback to unsuccessful candidates and for reference should an order of merit be required for a subsequent permanent or temporary identical vacancy.
	 FORMCHECKBOX 


	Offers, pre-employment paperwork and unsuccessful candidates
	

	18. Chair makes verbal offer to successful applicant/s.  It is recommended that committee’s also verbally advise unsuccessful interviewed/assessed applicants of the outcome of the process; however this is at the discretion of the committee. Applicants should not be advised or encouraged to resign from other employment before they are in receipt of a formal letter of offer either from Shared Services or directorate HR area in relation to specialist recruitment. Committees should be mindful when negotiating commencement dates that the formal date from which an appointment, promotion or permanent transfer can take effect varies dependent on legislated procedural requirements.
	 FORMCHECKBOX 


	19. Shared Services will issue a letter of offer and process the recruitment outcome subject to candidate accepting offer and completing pre-employment checks. For more information see ACT Public Service Recruitment Guidelines Toolkit 10 – Understanding Pre-Employment Checks.
	 FORMCHECKBOX 


	20. Successful candidate accepts formal offer, completes pre-employment paperwork and delegate completes any other documentation, e.g. instrument of appointment. Shared Services commences pay in line with actual start date.
	 FORMCHECKBOX 
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