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INTRODUCTION

Effective recruitment and selection will enable Patersonia to employ and retain the best 
available people in an efficient and cost effective manner. 
In addition, Patersonia undertakes a comprehensive recruitment and screening process 
which aims to:

 Promote and protect the safety of all children under the care of the organisation;

 Identify the safest and most suitable people who share Patersonia’s values and 
commitment to protect children; and

 Prevent a person from working at Patersonia if they pose a risk to children. 

PURPOSE

It is the policy of Patersonia to fill positions on the basis of merit and to employ the 
person best suited to the particular position being filled.  Our recruitment and selection 
policy and procedures prohibit discrimination and provide equal opportunity in 
employment.  All appointments will therefore be based on the candidates’ ability to 
successfully meet the essential and inherent job requirements as detailed in the position
description provided.

To enable valid assessment, information relevant to the position will be gathered from 
all candidates.  This includes information on qualifications, experience, previous 
employment history and capabilities relevant to the essential and inherent 
requirements of the position.  Where relevant, shortlisted candidates’ suitability for the 
position may be further assessed on the basis of a written application, referee checks, 
one or more interviews, psychometric assessment, a medical examination, police checks
and work tests.

All teachers at Patersonia will be registered with the Teachers Registration Board. 
Provisional registrations and Limited Authorities to teach are acceptable as required by 
the Teachers Registration Board.



All Childcare Educators must hold qualifications approved by the National Quality 
Framework and ACECQA.

POLICY

RECRUITMENT PREPARATION

The Principal is responsible for employing teachers, teachers aids and educational 
leadership.

The Business Manager is responsible for employing admin staff.

The Business Manager together with the Educational Leader, is responsible for 
employing childcare educators.

Where there is a vacancy of one term or more a recruitment and interview panel will be 
formed.  The recruitment and interview panel will include the Principal or Business 
Manager as applicable and at least one other person.

The recruitment working party must:
 Develop or review the position description and determine the selection criteria.
 Determine the method and placement of advertising and place the 

advertisement including notification of the requirement to provide the Working 
with Vulnerable People Check (WWVP) and stating that Patersonia is a child safe 
organisation.

 Short-list the applicants.
 Arrange interview questions, date and time.
 Contact the applicants for interview.
 Conduct the interviews.
 Determine that a childcare educator is not a Prohibited Person.
 Ensure that the selected staff member has a current WWVP card. 
 Make a decision on a suitable applicant, which is put before management for 

final approval.
 Offer the position to the successful applicant and contact the unsuccessful 

applicants after the position has been accepted.
 Liaise with the Business Manager to

◦ set the date for commencement of employment
◦ arrange induction
◦ prepare letter of employment and contract.

 All positions will be advertised according to Equal Opportunity Legislation and 
guidelines.

 No one will be discriminated against on the basis of their cultural background, 
religion, sex, gender, disability, marital status or income.

 All applicants and referees will be asked the same questions.
 Selection will be based only on suitability for the position based on the selection 

criteria, which have been drawn up by the panel. The criteria will cover issues 
such as qualifications and experience, appropriate knowledge to meet the 
children's needs, good communication skills, and demonstration in being a fit 



and proper person for the job, including Working with Children Check and 
appropriate answers to the interview questions.

PREPARING A POSITION DESCRIPTION

A properly constructed position description provides the foundation for the recruitment 
and selection process as well as many other HR functions in the employment 
relationship.  The more accurate and informative the position description is the more 
likely it will attract candidates with the right skills and experience.

Position descriptions must include the following elements:
 The job title
 The name of the organisation and area (eg Music Teacher) that the position 

belongs to
 Employment status
 Position objective
 Role statement / tasks / functions
 Responsibilities
 Selection criteria  (skills, knowledge, & experience)
 Qualifications

The maintenance of good teamwork will be an expectation outlined in all job 
descriptions.

The importance of Child Safety will be an expectation outlined in all job descriptions.

RECRUITMENT PROCEDURE

A well constructed advertisement should sell the organisation and the position, and 
include contact details so candidates can make preliminary inquiries or request 
information, salary range, provide instruction on the process for lodging applications 
and state the closing date for applications.

Options for advertising may include: 
 Advertising internally, i.e newsletter or on the website.
 Utilising internet and website based advertising, i.e Seek.com, facebook, 

Gumtree, Indeed
 Local and interstate newspapers, i.e The Mercury, Examiner or Advocate.  

Interstate newspapers could include the Sydney Morning Herald or the Age.

The recruitment and interview panel is responsible for the recruitment and will ensure 
Anti-Discrimination, EEO and Privacy laws are complied with in the processing of all 
applications and inquiries.  It is imperative that all candidates are treated equally and 
given the same access to information.

All people inquiring about the role will be provided with an information package, which 
will include:

 the Position Description



 information about Patersonia's philosophy, guiding principles and culture
 information about Patersonia's commitment as a Childsafe Organisation
 information about 'fit and proper' requirements for relevant positions under the

law

All candidates that have lodged applications for a particular position will receive a 
formal acknowledgment of their application. The working party will review all 
applications against the selection criteria and develop a shortlist.  Telephone interviews 
may also be used to refine the pool of candidates down to a suitable shortlist.

Fulfilling the criteria to work in a childsafe organisation is an essential criteria for all 
positions as is the 'fit and proper' requirements of Family Assistance Law. Candidates 
who are unable to provide a current WWVP card will not be interviewed. 

Interviews
Prior to conducting the interview the following steps are undertaken:

 Arrange a suitable location
 Contact candidates and arrange interview time
 The selection panel will draw up suitable interview questions, which relate to all 

aspects of the position and ensure equal opportunity guidelines are followed. 
The panel will decide who will ask each question.

 The panel shall draw up a list of essential requirements for each answer.
 No longer than 5 days after the closing date the panel will meet to discuss the 

applications, develop a short list and decide on the interview date and times.
 An appropriate time frame will be allocated to each interview, with a short break

between, for discussion.
 A nominated person on the selection panel will contact the applicants to 

determine the time and date of interview.
 Each applicant will be given a copy of the job description and relevant child 

protection forms before the interview.
 Each applicant will be asked the same questions with their answers recorded.
 The panel can use a rating scale to evaluate each applicant's answers.

The recruitment and interview panel will decide on the interview format and determine 
which areas to concentrate on with questioning.  Questions will refer back to Patersonia 
values, selection criteria, knowledge and experience, and the position description with 
particular care taken to ensure all questions are compliant with relevant employment 
legislation.

Appropriate interview procedures must be used for each job vacancy.  Consistency in 
location and questions across all candidates should be maintained; however procedures 
may vary depending on the nature of the position and could involve all or part of the 
following:

 Straightforward interview
 Interview by a panel, which may include a coordinator, parent, recruitment 

working party member or committee member. 



 Interview involving basic skills testing and/or presentations to the interview 
panel on a chosen topic

 Psychometric assessment
 A series of interviews on various topics with different relevant decision makers 

within the organisation.

Candidate Selection
At the completion of all interviews, the recruitment and interview panel will collate and 
analyse the information and decide on the most suitable candidate/s for the position.  
The panel must undertake verbal reference checks and be responsible for ensuring the 
confidentiality of this information.  Reference checks needs to ensure that candidates 
are not Prohibited Persons (see Referee Questions document).

Persons applying for a role as a teacher have shown proof of registration and Patersonia
must obtain a Teachers Registration Board (‘TRB’) registration check. 

At this stage the panel should be comfortable they have identified a candidate that has 
the necessary skills, qualifications and attributes and is the best available person for the 
position.  If this is not the case then rather than appoint an inappropriate candidate the 
shortlist of candidates should be reviewed or the recruitment procedure should be 
revisited and advertising and salary range reviewed.

Management will discuss each applicant and their suitability for the position based on 
their answers, qualifications and experience, comments from referees, and the selection
criteria drawn up by the panel.  Should management have difficulty in deciding between 
two applicants, a second interview for these applicants will be conducted, with new 
questions.

Management will then make a decision on the applicant for the job according to the 
selection criteria. The preferred applicant's referees will be contacted to confirm 
applicant's suitability including to check of any referee knowledge of candidates being 
prohibited persons or unsuitable for roles in a Child Safe organisation before offering 
the applicant the position in a 'child related' field. Any full time positions will be referred
to the Board for approval.

Once a decision on a suitable candidate has identified, they will be required to provide a
criminal history/police check in addition to WWVP.  It may also be appropriate for a 
medical examination to be conducted to ensure there are no existing conditions that will
negatively affect the candidate’s ability to successfully fulfill all the tasks, functions and 
responsibilities of the position.  Agreement on salary and terms and conditions of 
employment must also be arrived at as soon as possible.  

Offer of Employment
Following agreement on terms and conditions of employment the working group will 
make a verbal offer to the successful candidate dependent upon the outcome of the 
screening check and if required a medical examination.



Upon the successful candidate accepting a verbal offer of employment the candidate 
must be presented with a written offer of employment.  The written offer of 
employment shall state the appointed position, conditions of employment, salary and 
commencement date.  Candidates for positions in Early Learning are required to sign a 
Prohibition Notice Declaration.

Receipt of a signed acceptance of the written offer of employment will signify the 
completion of the selection procedure.  All unsuccessful candidates will be notified.  It is 
recommended that the unsuccessful candidates who have been interviewed should also
be contacted by telephone.

Should the applicant decline the position, management will either make a second choice
from the other applicants or if none are seen as suitable, re-advertise the position. 

RESPONSIBILITIES

1. The Board will:

 Regularly review this policy in line with the Policy Review Schedule and any 
relevant change in legislation or standard practice.

2. The Business Manager will:

 Review and report to the Board, as appropriate, on the effectiveness of the 
management systems.

 Analyse material breaches and identified compliance system weaknesses for 
systematic trends and ensure that any adverse trends are addressed.

 Promote a culture of effective policy compliance across the organisation.

3.  All staff and volunteers at all levels will:

 Ensure that they are aware of the organisation’s policy and undertake 
actions consistent with it.

 Where appropriate, suggest ways in which practices, systems and 
procedures could be improved so as to improve the policy.

PROCESSES

The Business Manager will review and change the organisation’s procedures to ensure 
that these are in accordance with the principles expressed in this policy.

Staff and volunteers will follow these procedures. 

RELATED DOCUMENTS

Selection Criteria
Job Descriptions
National Law and Regulations
Family Assistance Law
Child Protection Policy
Referee Checklist – including National Law requirements
Prohibition Notice Declaration
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