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Step 1: Identifying a Vacancy 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
For further information refer to: 

• Policy - Recruitment and Selection  
• Interim Guidelines - Selection Committees 

and Nominated Supervisors s3.1  

For related documents refer to: 
Position Information Questionnaire (PIQ) 
Position Description (PD) 

No 

Is the position 
General Staff or 
Academic Staff? 

Yes 
General  

Staff 

Is the position 
still necessary? 

Update the PD and 
PIQ in line with the 

classification process 
of updating. 

 

Determine the basis on 
which the position will 

be filled. 

No 

Yes 

Progress to Step 2: 
Document Selection 

  

Step 1: 
Identifying a Vacancy 

Recruitment not necessary 

 Temporary up to 2 years  
(Position Description will be required but the position does 
not need to be classified under the classification process.) 

 

 Retirement/Resignation 
 New Position 
 Temporary Vacancy (position has been 

classified in line with the classification process.) 

Is the PIQ up 
to date? 

Is funding 
available? 

Academic  
Staff 

No 

Investigate further with the 
Executive Planning Group. 

Yes 

What category 
does the position 

fall under? 
 

http://www.acu.edu.au/policy/169400�
http://www.acu.edu.au/policy/169400�
http://www.acu.edu.au/policy/169400�
http://www.acu.edu.au/policy/169031�
http://www.acu.edu.au/policy/169400�
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Step 2: Document Selection Criteria   
 

 

 

 

  

 
 

 
 
 

 
 

 
 
 

 
 

 
 

 

Is the position 
General Staff or 
Academic Staff? 

General Staff 

Academic Staff 

Yes Does the 
selection 

criteria need to 
be modified? 

Go to the PIQ to get the 
selection criteria for the 

position 

Update the PIQ and have it 
approved in line with the 

classification process. 
(For Academics use the Minimum 
Standards for Academic Levels – 

MSALs.) 

Incorporate the 
Selection Criteria into 

the Position Description. 

No 

Progress to Step 3: 
Form a Selection Committee 

Step 2: 
Document Selection Criteria 
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Step 2: Document Selection Criteria 
Selection criteria for all positions shall include the following: 

• That applicants demonstrate the ability to make a contribution to the Mission and 
Catholic ethos of the University; a commitment to cultural diversity and ethical 
practice principles; and knowledge of equal employment opportunity and 
occupational health and safety, appropriate to the level of appointment.  

For academic positions (excluding research only positions), the selection criteria shall also 
include: 

• Evidence of the nexus between teaching and research in applicants' approaches to 
teaching and learning, and to research and scholarship  

For executive level appointments, the selection criteria shall include: 

• Evidence of ability to demonstrate unequivocal commitment to the Catholic ethos of 
the University  

The advertisement pro-forma must be completed by the nominated supervisor. Selection 
criteria assist the recruitment and selection process by providing: 

• A consistent set of standards for all applicants which can be observed or measured 
through the application, interview and reference checking process; and  

• A structured means for a comparative assessment of applicants.  

 
For further information refer to: 

• Policy - Recruitment and Selection  

• Interim Guidelines - Selection Committees and Nominated Supervisors s3.2  

• Code of Conduct s7  

 
For related documents refer to: 

• Policy - Classification Standards for Academic and General Staff  

• Advertisement Template for Print Media 

•  Advertisement Template for 'Seek' & ACU Website 

http://www.acu.edu.au/policy/169400�
http://www.acu.edu.au/policy/169400�
http://www.acu.edu.au/policy/168883�
http://www.acu.edu.au/policy/168971�
http://www.acu.edu.au/policy/169400�
http://www.acu.edu.au/policy/169400�
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Step 3: Form a Selection Committee  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

For further information refer to: 
• Policy - Recruitment and Selection  
• Interim Guidelines - Selection Committees and Nominated Supervisors s3.3  
• Code of Conduct s7   

Academic Staff General Staff 

Prior to advertising, the nominated supervisor 
in consultation with the Executive Planning 

Group will form a selection committee 

Progress to Step 4: 
Completing the Request to 

Appoint Form 

Step 3: 
Form a Selection 

 
  

 

Composition of a General Staff Selection 
Committee 

 The nominated supervisor of the 
advertised position  

 At least one member who is thoroughly 
conversant with the requirements of 
the position  

 At least one member from outside the 
immediate work area who may be from 
ACU and/or another institution. 

Composition of an Academic Staff Selection 
Committee 

 Executive Dean or nominee of the Executive 
Dean (Chair)  

 Head of School  
 Member of a cognate discipline, either from 

within or external to the University  
 The elected staff member from the School 

at the same or higher level than the 
advertised position  

 Another appropriate person from within 
ACU (optional) 

 

Is it a General Staff 
or Academic Staff 

Position? 

http://www.acu.edu.au/policy/169400�
http://www.acu.edu.au/policy/169400�
http://www.acu.edu.au/policy/168883�
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Step 4: Completing the Request to Appoint Form  

 

 

 

 

 

 

 

 

 

 
 
 
Step 4: Completing the Request to Appoint Form 
In cases of redeployment, prior to advertising a vacant position, the suitability of these staff 
members will need to be assessed against the selection criteria. This will occur in line with 
the Management of Staff Unattached from Substantive Position Policy. 

 
Redeployment: from time to time, staff who are affected by redundancy, organisational 
restructuring, or, who are unattached from a position may need to be re-deployed to other 
areas of the University. Such staff must be considered prior to advertising and against the 
position selection criteria to establish whether they meet the essential requirements for the 
vacant position. 
Request to Appoint: the Request to Appoint form, which must be completed and 
authorised in accordance with the University's Staffing Delegations prior to advertising 
and/or filling a vacant position. 

 
For further information refer to: 

• Policy - Recruitment and Selection  
• Interim Guidelines - Selection Committees and Nominated Supervisors s3.4  
• Staffing Delegations Extract  

 
For related documents refer to: 

1. Request to Appoint Pro-forma  
2. Interim Management of Staff Unattached from Substantive Position Policy 

Progress to Step 4: 
Completing the Request to 

Appoint Form 

Step 5: 
Advertising 

Complete sections 1, 2B, 3, 4 and 5 of 
the Request to Appoint Form 

Ensure the Request to Appoint form is 
authorised in accordance with staffing 

d l  

Forward completed Request to Appoint 
form, draft advertisement and draft 
position description to the local HR 

 

http://www.acu.edu.au/policy/136673�
http://www.acu.edu.au/policy/169400�
http://www.acu.edu.au/policy/169400�
http://www.acu.edu.au/policy/168907�
http://www.acu.edu.au/policy/169400�
http://www.acu.edu.au/policy/136673�
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Step 5: Advertising  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Send the written 
rational to the Vice 

Chancellor for 
approval. 

Approve final advertisement, 
placement of advertisement and 

related costs. Refer: #1 

No 

Yes 

No Yes 

Step 5: 
Advertising 

Progress to Step 6:  
Shortlist 

Submit Request to Appoint form, 
draft advertisement and position 

description to HR Consultant. 
Refer: #2 

Is the position a 
continuing or fixed term 
position with a duration 

greater than 2 years? 

Is the position at 
or below Level B 

or Level 7? 

Are you going to 
request to restrict 

advertising? 

Yes 

No 

Prepare written rational. 
  

Yes 

No 

Send the written 
rational to a member 
of Executive Planning 
Group for approval. 

Was the restricted 
advertising of the 

position approved? 
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Advertising  

#1 - DEADLINES 

When placing an advertisement in the print media there are external deadlines that need to 
be achieved, an understanding of the short-listing deadlines is vitally important: 

• Approved Requests to Appoint form and 
draft advertisement and position 
description (electronic copies) submitted 
to Human Resources Consultant at your 
Campus.  

For media advertising - Midday Monday prior 
to anticipated publication. 

On-line advertising – 3 days prior to on-line 
advertising. 

HR Matters – Close of business Monday.  

• Approval of final costs and content.  For media advertising 3 days prior to 
publication or earlier for some publications – 
HR to advise 

If deadlines are not met, advertising will be delayed until next available publication date. 

On receipt from the agency, the HR Consultant will forward to the nominated supervisor the 
proof for approval of content and costs. Advertising costs will be charged to the relevant 
organisational or functional unit. (An invoice will be sent at a later date.) 

Where composite advertisements are utilised, the costs will be equally shared between the 
organisational units advertising on that occasion. 

 

For further information refer to: 

• Policy - Recruitment and Selection  
• Interim Guidelines - Selection Committees and Nominated Supervisors s3.5  

 

For related documents refer to: 

1. Request to Restrict Advertising Pro-Forma Memo  
2. Advertisement Template for Print Media  
3. Advertisement Template for 'Seek' & ACU Website  
4. Position Description Pro-Forma  

 

http://www.acu.edu.au/policy/169400�
http://www.acu.edu.au/policy/169400�
http://www.acu.edu.au/policy/169400�
http://www.acu.edu.au/policy/169400�
http://www.acu.edu.au/policy/169400�
http://www.acu.edu.au/policy/169400�
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All advertisements for roles will be placed on CareersatACU webpage.  Applicants need to 
access this webpage to obtain the position description*, further information on working at 
ACU.   

All applicants must apply on-line through the eRecruitment system.  This system is then 
utilized to coordinate the entire recruitment process.  Paper based or emailed applications 
are no longer accepted.   Contact your HR Consultant for further information on the 
eRecruitment system.  If applicants have any difficulty in using this system there is an email 
help function in the system to seek assistance.  

Further documents specific to the position may also include eg. Library Values Statement, 
Teaching and Learning Documents, Annual/Strategic Plans, Annual Reports etc. Where 
additional information is required to be provided to prospective applicants, these will need 
to be identified and/or provided in electronic format to the local HR Consultant prior to 
advertising.  

 

For related documents refer to: 

1. Mission Statement  
2. Statement on Work & Life Balance  
3. Equal Employment Opportunity Policy 

 

 

 

 

 

http://www.acu.edu.au/45153�
http://www.acu.edu.au/policy/169448�
http://www.acu.edu.au/policy/175825�
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Step 6: Shortlist  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 6: 
Shortlist 

Progress to Step 7: 
Selection Interviews 

After close of all applications, HR Support 
will forward by email all received 

applications to all committee members. 

The Selection Committee 
determines the shortlist. 

The Chair completes a short-listing 
report and forwards it to HR Support. 

HR Support contacts the short-listed applicants, 
arranges the interviews and advises the applicants 
of any additional assessment and/or evidence that 

will be required to be provided at the interview. 

The Selection Committee meet to 
discuss the merits of the applications. 

HR Support forwards an interview schedule to the 
Selection Committee members and a copy of the 
Selection Committee Report to the Chairperson. 
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For further information refer to: 

• Policy - Recruitment and Selection  

• Interim Guidelines - Selection Committees and Nominated Supervisors s3.6  
 

For related documents refer to: 

1. Short-listing Table Pro-Forma  

2. Interview Schedule Pro-Forma  

 

Short-listing Checklist for Chairs of Selection Committees 

 Have you briefed selection committee members on ACU's 'Selection and Recruitment Policy 
and Procedures', as well as conflict of interest provisions, equal opportunity, confidentiality 
and privacy requirements? 

 Have applicants who do not meet one or more of the essential selection criteria been 
eliminated from further consideration? 

 Have applicants who meet all essential selection criteria also been assessed against any 
desirable criteria? 

 Has a short list for interview been agreed by the selection committee? 

 Has a Short Listing Report been completed by the Chair of the committee and forwarded to 
Human Resources? 

 Does the Short Listing Report clearly indicate with reasons, in terms of the selection criteria, 
which applicants have been eliminated from further consideration? 

 Does the Short Listing Report clearly indicate with reasons, in terms of the selection criteria, 
which applicants are to be interviewed? 

 Does the Short Listing Report clearly indicate with reasons, in terms of the selection criteria, 
which applicants have met the essential criteria and are not invited to be interviewed with 
stated reasons why? 

 Has the Chair confirmed with Human Resources the date of the interviews, the time the 
selection committee is meeting, the duration of the interviews and any special 
requirements? 

 Has the selection Committee designed suitable questions to be asked at interview against 
the selection criteria for the position? 

 Has the selection committee decided which committee members are to ask questions 
against each of the selection criteria? 

http://www.acu.edu.au/policy/169400�
http://www.acu.edu.au/policy/169400�
http://www.acu.edu.au/policy/169400�
http://www.acu.edu.au/policy/169400�
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Step 7: Selection Interviews  

 

 

 

 

 

 

 

 

 

 

Step 7: Selection Interviews 

#3 - The same questions shall be addressed to each applicant to ensure that all applicants 
are treated equitably. 

#3 - Applicants shall not be questioned in a way that implies, or could be taken to imply, 
unfair or discriminatory attitudes to the applicant's age, sex, marital status, sexual 
preference, family responsibilities, racial or ethnic origin etc. (Refer to the Discrimination 
and Harassment Policy for further information). 

All applicants shall be asked to provide a copy of evidence of right to work (eg. 
Passport/Visa), all qualifications claimed, and where necessary all relevant professional 
memberships/registrations etc, which the chair will endorse and attach to the Selection 
Committee Report in cases where an applicant is recommended for appointment. 

 

For further information refer to: 

• Policy - Recruitment and Selection  

• Interim Guidelines - Selection Committees and Nominated Supervisors s3.7  

 

For related documents refer to: 

1. Interview Guide  

Step 7: 
Selection 

 

Progress to Step 8: 
Referee Checks and Reports; Selection Decision; 

Probation; and Selection Committee Report 
 

At least 30 minutes prior to the selection 
interview, the Selection Committee meet to 
clarify the interview format and procedure, 

and to discuss allocated areas of questioning. 

Selection Interviews Refer #3 

http://www.acu.edu.au/policy/175819�
http://www.acu.edu.au/policy/175819�
http://www.acu.edu.au/policy/169400�
http://www.acu.edu.au/policy/169400�
http://www.acu.edu.au/policy/169400�
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Step 8: Selection Decision, Probation and Selection Committee 
Report  

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

No 

Progress to Step 8.2: 
Selection Decision 

 

Step 8.1: 
Referee Checks and Reports 

Step 8: 
Referee Checks and Reports; Selection Decision; 

Probation; and Selection Committee Report 
 

Is the referee 
report to be done 

by phone? 

Yes 

Request a written report 
via email from referee. 

 Phone referee and 
fully document 

referee’s comments. 
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Step 8.1: Reference Checks and Reports 

The Chair, or a nominated member of the selection committee, is responsible for referee 
checking. 

Applicants are requested to provide the names and contact details of three referees who 
have knowledge of the applicant's work. Referee checks must be conducted for all 
advertised positions. 

Selection committee members may not act as referees for applicants and, if necessary, shall 
advise applicants to see alternative referees. 

Persons other than nominated referees may not be approached for comment without 
permission from the applicant. To do so would constitute a breach of confidentiality and of 
privacy legislation. 

Referee reports or transcripts of telephone referee checks for the successful applicant shall 
be attached to the Selection Committee Report. 

 

For further information refer to: 

• Policy - Recruitment and Selection  

• Interim Guidelines - Selection Committees and Nominated Supervisors s10.15  

 

For related documents refer to: 

1. Referee Reports Pro-Forma  

2. Checklist for an Overseas Candidate 

 

 

 

 

http://www.acu.edu.au/policy/169400�
http://www.acu.edu.au/policy/169400�
http://www.acu.edu.au/policy/169400�
http://www.immi.gov.au/employers/index.htm�
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Step 8.2 Selection Decision 
Step 8.2: 
Selection 

 
 

Is there equal 
merit between 
2 applicants? 

 

Yes 

No 

The Selection Committee shall revisit the 
selection criteria and re-examine the applicants 

against each of the selection criteria. 
 

No 

Yes 

The selection decision cannot be finalised 
until original or certified copies of the 
qualifications are sighted by the Chair. 

 

Does this position 
require Working with 

Children checks? 

Update the Selection Committee 
Report with the decision. 

 

The selection decision cannot be 
finalised until original documentation 

has been received. 

 

No 

No 

Yes 

Yes 

Progress to Step 8.3: 
Probation 

 

Have reference 
checks been 

done? 
 

Has the relevant 
documentation 
been received? 

 

Yes 

No 

Go back to Step 8.1 and 
perform the reference 

checks. 

 

Individual Selection Committee members will rank interviewees against the 
selection criteria, using all the available evidence. Refer to #4 

 

Have all qualifications 
required by the essential 

selection criteria been 
sighted by the Chair? 
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Step 8.2 Selection Decision 

* Following interviews, individual selection committee members rank interviewees against 
the selection criteria, using all available evidence. This includes the written application, 
interview performance and referee reports (if available at this stage). 

Where qualifications have been specified as an essential selection criterion, no selection 
decision may be finalised until original or certified copies of the qualifications are sighted by 
the Chair who shall attach signed copies of the qualifications to the Selection Committee 
Report. 

The selection decision may not be finalised until referee checks are conducted and, where 
necessary, criminal records checks required under child protection or other relevant 
legislation are obtained. 

 

For further information refer to: 

• Policy - Recruitment and Selection  

• Interim Guidelines - Selection Committees and Nominated Supervisors s3.9.1  

 

 

http://www.acu.edu.au/policy/169400�
http://www.acu.edu.au/policy/169400�
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Step 8.3: Probation 
Step 8.3: 
Probation 

 

Step 8.4: 
Selection Committee Report 

 

Is a probation 
period required? 

 

Approval: Send the Selection Committee 
Report to the authorising officer with the 

following documents attached: 
 Completed Referee Reports; 
 Copy of relevant qualifications; 
 Evidence of work rights; 
 Probation criteria form (where applicable). 

 

Is this an Academic 
or General Staff 
appointment? 

 

Selection Committee will make a 
recommendation to the relevant 

approving officer on the terms of the 
probation using the  

Academic Staff Probation Criteria form 

Complete the  
Probation Criteria General Staff form 

 

No 

Yes 

General Staff Academic 

Progress to Step 9: 
Offer of Employment 

 

http://www.acu.edu.au/policy/170995�
http://www.acu.edu.au/policy/171007�
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Step 8.3 Probation 

The University identifies a probation period for all Academic Staff and may require a 
probation period for General Staff. 

It is the responsibility of the Selection Committee to recommend to the relevant approving 
officer the terms of any probation to be attached to an academic appointment, having 
taken into consideration the nature of the work to be undertaken and the recommended 
candidate's background and experience. 

Probation and/or qualifying periods of employment will be managed in accordance with the 
relevant policy. 

HR will forward a copy of the relevant Academic or General Probationary Appointments 
Guidelines document to the Chairperson with the selection committee report. 

 

Probationary Period: a specified reasonable period of probationary employment that is 
directly related to the nature of the work to be carried out as referred to in the relevant 
Enterprise Agreement and associated policies. 

Note: The maximum period of probation for a continuing academic is five (5) years,  
however their appointment is normally confirmed after three (3) years.   

 

For further information refer to: 

•  Probation for Continuing Academic Staff  
• Probation for Fixed Term Academic Staff  
• Probation for General Staff Policy 
• Interim Guidelines - Selection Committees and Nominated Supervisors s3.9.2  

 

For related documents refer to: 

1. Academic Staff Probation Criteria Form  
2. Probation Criteria – General Staff Form 

http://www.acu.edu.au/policy/170995�
http://www.acu.edu.au/policy/171001�
http://www.acu.edu.au/policy/171007�
http://www.acu.edu.au/policy/169400�
http://www.acu.edu.au/policy/170995�
http://www.acu.edu.au/policy/171007�
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Step 8.4 Selection Committee Report 

The Selection Committee Report is a critical part of the selection documentation and must 
be prepared so as to validate the University's staff selection process in cases where the 
process is subject to scrutiny. 

It must clearly document the reasons for the selection committee's decision in terms of the 
selection criteria and show why the preferred applicant was chosen. 

The Chair, in consultation with the selection committee, completes the Selection Committee 
Report when the decision-making process is completed. 

If the committee decides that no applicant meets the selection criteria, this is indicated on 
the Selection Committee Report and no appointment should be recommended. 

Approval of Selection Committee Report 

The Selection Committee Report must be forwarded to the authorising officer, with the 
following documents attached: 

• Completed Referee Reports  
• Copy of relevant qualifications  
• Evidence of work rights  
• Probation Criteria form (where applicable)  

 

For further information refer to: 

• Policy - Recruitment and Selection  
• Interim Guidelines - Selection Committees and Nominated Supervisors s3.9.3  

 

For related documents refer to: 

1. Selection Committee Report Pro-Forma 

 

http://www.acu.edu.au/policy/169400�
http://www.acu.edu.au/policy/169400�
http://www.acu.edu.au/46667�
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Step 9: Offer of Employment  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 

Progress to Step 10: 
Conclusion of Appointment Process 

 

Step 9: 
Offer of Employment 

 

Once the Selection Committee Report has been 
approved, HR notifies the Chair that they may contact 

the successful applicant to offer the position. 
 

HR makes a written offer of appointment to 
the successful applicant. 

 

Has the offer 
been accepted? 

 

Yes 

No 

Once formal acceptance has been received, 
send a letter to all unsuccessful applicants.  

(The Chair may be requested to provide 
feedback to the unsuccessful candidate.) 

 

Is there another 
suitable candidate 

on the eligibility 
list? 

 

Re-advertise or consider other 
services or options. 

 

No 

The Chair will contact the successful 
applicant to offer the position. 

Yes 
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Step 9: Offer of Employment 

Under no circumstances should a person commence working at the University without a 
valid, approved contract of employment. 

The earliest a new staff member can commence work is normally at least 10 days after the 
receipt of the completed and approved selection committee report. This provides time for 
the applicant to consider the University's offer, and accept it in writing. No applicant should 
commence employment with the University until the offer of employment has been signed 
and returned. 

 

For further information refer to: 

• Policy - Recruitment and Selection  
• Interim Guidelines - Selection Committees and Nominated Supervisors s3.11  

http://www.acu.edu.au/policy/169400�
http://www.acu.edu.au/policy/169400�
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Step 10: Conclusion of Appointment Process  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 10: Conclusion of Appointment Process 

For further information refer to: 

• Policy - Recruitment and Selection  

• Interim Guidelines - Selection Committees and Nominated Supervisors s3.12  

• Induction and Orientation  

 

Human Resources staff will 
finalise the recruitment 
process. 

 

Step 10: 
Conclusion of Appointment 

 
 

Destroy any applications and 
references other than the originals. 

 

File all papers related to the appointment 
and hold all unsuccessful applications for 

six months prior to their destruction. 

 

Create a personal file, held by HR, for the successful 
applicant, including all relevant information. 

 

Create a HRMIS employment record. 

 

Liaise with the nominated supervisor of the 
functional or organisational unit concerning 

the staff member’s induction. 

 

http://www.acu.edu.au/policy/169400�
http://www.acu.edu.au/policy/169400�
http://my.acu.edu.au/14211�
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