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1 Intent
The intent of this Guideline is to — 

provide a full understanding of the University’s Talent Acquisition process and related procedures; and

provide additional explanatory information to assist with the correct interpretation and application of the Talent Acquisition Policy when undertaking a selection process for an Academic, Professional or General position on behalf of the University.
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2 Alignment with Best Practice Talent Acquisition

This guideline forms part of a suite of documents designed to support best practice talent acquisition.


3 Related Procedures

Procedures provide step by step information on how to complete the activities and tasks related to the talent acquisition process and various sub processes.

The relevant procedures to support the implementation of the Talent Acquisition Policy are as follows —

Competitive Recruitment Procedure;

Direct Appointment Procedure; and

Casual Appointment Procedures.

4 Introduction to the Talent Acquisition Process

Talent Acquisition refers to the end-to-end process of attracting, selecting and appointing talent.

The University’s core talent acquisition process is comprised of the following five phases —
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5 Roles and responsibilities

The following outlines the roles and responsibilities of those involved in the talent acquisition process —

	Selection Committee
	Are responsible for —

· Actively participating in the talent acquisition process, in accordance with the University’s Talent Acquisition Policy, Guidelines and Procedures.  

· Ensuring records created throughout the process sufficiently record decision making, are transparent and capable of review.

· Ensuring they have successfully completed the University’s mandatory Recruitment and Selection Training for Selection Committee members. 

· Disclosing any potential, perceived or actual conflict of interest and ensuring appropriate management strategies are put in place to mitigate any risks. This may include removing themselves from the Selection Committee where an actual conflict exists. 
· Signing and adhering to declarations contained within Confidentiality and Conflict of Interest Declaration. 


	Selection Committee Chair
	In addition to the responsibilities of a Selection Committee, the Selection Committee chair is additionally responsible for —

· Ensuring compliance with the Talent Acquisition Policy, guidelines and procedures.

· Being the main point of contact throughout the talent acquisition process.
· Facilitating constructive discussions and resolving any discrepancies between panel members.
· Appropriately managing any conflict of interests should they arise.

· Being available throughout the process to answer any questions from prospective candidates or to provide feedback to candidates at the end of the process if requested. 



	Delegated Authority
	Are responsible for —

· Ensuring all approvals relating to talent acquisition are appropriate and aligned with the Talent Acquisition Policy, guidelines and related procedures.

·  Approving all relevant costs related to the acquisition of talent. 



	Finance
	Are responsible for —

· Checking funding and contractual terms of specific projects/grants.

· Reviewing financial risk and advising Senior Leaders on budgetary context.


	Human Resources
	Are responsible for —

· Supporting Hiring Managers by providing support and advice throughout the Talent Acquisition Process.

· Coordinating the posting of advertisements for vacancies.

· Undertaking pre-employment compliance checks prior to making an offer of employment.

· Making formal offers of employment to successful candidates.

· Developing contracts of employment and coordinating the onboarding process.



5.1 Delegated Authority Approvals Matrix

The approvals required for various positions and the funding types can be found in the Delegated Authority Approvals Matrix. The below outlines the approvals required for various positions and funding types as at October 2022. Please refer to the document on the Staff Intranet for the most up-to-date matrix.

	Delegated Authority
	A-D

Academic
	E

Academic
	01- 10G2

Professional & General
	DVC – E

A-D and 01-10G2

Academic and Professional & General
	FAR

Renewal
	FAR

New

	Finance
	✓
	✓
	✓
	✓
	✓
	✓

	* Senior Leaders Reporting to member of Executive
	✓
	✓
	✓
	✓
	✓
	✓

	Relevant Executive Member
	×
	✓
	×
	✓

DVC-E
	✓
	✓

	Vice-Chancellor
	×
	✓
	×
	×
	×
	✓


* Senior leaders are employees who are either a Head of School or employed under a Senior Employment Contract with budget parameters of their own work area and report to a relevant member of Executive.

6 Types of Employment Arrangements and Appointment Methods

6.1 Employment arrangements

The University utilises a range of employment arrangements to make appointments to vacancies, depending on the circumstances.  These include —

	Casual employment
	· Casual employment contracts are used when there is no commitment to ongoing work with an agreed pattern of work.

· A Casual Employee is engaged and paid by the hour, inclusive of a 25% casual loading.

· It is recognised that casual academic work can involve both contact time and associated non-contact time for duties such as preparation, marking performed during a lecture or tutorial and student consultation.

· For further information please refer to the Casual Appointments Procedures in the Service Directory.


	Fixed Term employment
	· Fixed Term Employment means employment for a specified term or ascertainable period and may be on a full-time or part-time basis. The use of fixed term employment is limited to work that comes within the descriptions as described in Clause 8.4 of the UWA Professional & General Employees Agreement 2017
· https://uniwa.sharepoint.com/sites/intranet-people/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2Fintranet%2Dpeople%2FShared%20Documents%2FEnterprise%20agreements%2FApproved%20Professional%20and%20General%20Employees%20Agreement%202017%20as%20varied%2Epdf&parent=%2Fsites%2Fintranet%2Dpeople%2FShared%20Documents%2FEnterprise%20agreements 

· and Clause 8.4 of the UWA Academic Employees Agreement 2017
· https://uniwa.sharepoint.com/sites/intranet-people/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2Fintranet%2Dpeople%2FShared%20Documents%2FEnterprise%20agreements%2FApproved%20Academic%20Employees%20Agreement%202017%20as%20varied%2Epdf&parent=%2Fsites%2Fintranet%2Dpeople%2FShared%20Documents%2FEnterprise%20agreements 



	Ongoing (including Ongoing contingent funded)
	· Ongoing employment contracts are for employees who have an indefinite period of employment, until the employer or employee ends the employment relationship.

· Ongoing employment may be on a full time or part time basis.


6.2 Appointment methods

The University’s preferred appointment method is to undertake a competitive selection process which means that the position is advertised, and a candidate is selected from a pool of applicants following a merit-based competitive selection process.    

The University will use Competitive Selection Processes as far as is practicable.

Where appropriate, alternative appointment methods can be used as follows —

	Direct appointments

	· Appointment to a position without a merit-based competitive selection process being undertaken. Can only be offered for a period of up to 2 years on a fixed term contract basis. This may be an internal or external appointment.

· The use of fixed term employment will be limited as per the definitions in Section 5. 

· Direct Appointments cannot be extended beyond two years without a Competitive Selection Process.   

· For further information please refer to the Direct Appointment Procedure in the Service Directory.




7 Planning

7.1 Overview of the planning phase

Undertaking planning activities ensures that the recruitment and selection activities are appropriate, compliant, and meet the University’s strategic workforce needs. 

In this phase you will be required to —

undertake a vacancy assessment to ensure the recruitment aligns with the University’s strategic workforce needs and that appropriate funding is available;

review or develop a position description as an approved position description is a mandatory requirement; 

complete the relevant Request to Recruit Form which must be approved in accordance with the delegated authority approvals matrix as outlined in section 2.3 prior to commencing recruitment; 

establish an appropriate Selection Committee that, where possible, reflects gender and cultural diversity and is aligned with the membership requirements tables 1 – 3;

determine appropriate selection methodology and develop assessments that are appropriate to the position requirements, reliable and valid; and

for interview assessments selection committees can use the interview guide templates.

Table 1 for Academic Employee Appointments
	Levels A to D and Research Academic Positions
	· Chair: Head of School/Centre or nominee

· two other members of the School/Centre

· one member from outside the School/Centre (a member of academic Employees at equivalent or higher level)

· if the appointment is to a clinical or para-clinical department in a teaching hospital it is usual to co-opt the chairperson of the Hospital's appointments committee or nominee



	Level E Appointments
	· Chair: Vice-Chancellor (or nominee)  

· Senior Deputy Vice-Chancellor 

· Chair of the Academic Board (or professorial nominee) 

· Head of School (if not a candidate) 

· Corresponding Member




Table 2 for Executive Appointments
	All positions
	· Chair: Vice-Chancellor (or nominee)   

· Member of Senate  

· Chair of the Academic Board (or professorial nominee) 

· Member of the Executive 

· Corresponding Member




Table 3 for Professional Employee Appointments
	All positions
	At least three members from —

· Chair: the hiring manger

· at least one person with detailed working knowledge of the requirements of the position

· at least one member from outside the immediate work area




8 Advertising

8.1 Overview of the advertising phase

The main purpose of the advertising phase is to attract a competitive field for a vacant position.

A position needs to be approved before it can be advertised. 

The University may at the discretion of the Director Human Resources —

limit recruitment practices to specific groups; or

target recruitment practices at specific groups or individuals.

8.2 Minimum advertising requirements

Each appointment method has specific minimum requirements for advertising as follows —

	Appointment method


	Minimum advertising required (Internal/External)
	Minimum length of time advertising Required

	Competitive selection process for ongoing positions
	External (and Internal) advertisement
	One calendar week

	Competitive selection process for fixed term position of less than 2 years
	Internal advertisement 
	One calendar week

	Direct appointment
	Advertising is not required
	Not applicable


For visa nominations, the position must have been advertised in accordance with the labour market testing conditions outlined by the Department of Home Affairs.

8.3 Advertising Channels

The University uses a range of advertising channels which include, but not limited to —
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	Jobs at UWA 
	www.jobs.uwa.edu.au
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	Seek
	www.seek.com.au
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	LinkedIn  
	www.linkedin.com
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	Unijobs
	https://www.unijobs.gr/
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	Relevant National and Overseas Journals and Publications
	Requires approval from Head of School or equivalent.

	Additional discipline specific sites may also be used with any additional costs being met by the relevant work area.


Hiring managers and team members are encouraged to share job advertisements via their LinkedIn profiles to support recruitment efforts.

Heads of School or equivalent in the area in which the vacancy exists are encouraged to informally pass on details of the vacancy to contacts locally, nationally and overseas.

8.4 Funding of Advertising

Print media (i.e. newspaper) use will be more selective and generally only apply to Chair, Dean and Executive appointments.

Funding is available for external advertising of centrally funded positions.

All additional Advertising, including those centrally funded, will be charged to the school or Business Unit. 

Recoverable accounts are not applied to Advertising. Clinical Academic and other hospital funded appointment advertisements, will be charged in full to the school or faculty accounts. Accounts chargeable must be nominated on the Online Requisition in eRecruitment, together with the Funding Arrangements for Clinical Academic Position Form. Salary recovery from the hospital is to be coordinated at the School level.

8.5 Use of recruitment agencies

Recruitment agencies are rarely used to fill vacant positions at UWA, due to the success of attracting candidates using other methods and the fees charged by agencies (16%-25% of annual salary).

Should you wish to engage a recruitment agency to assist with your recruitment requirements please discuss this with your Talent Adviser to ensure all sourcing options have been considered before approaching a recruitment agency.

The University has in place a panel of recruitment agencies. They have been chosen due to the specialist and general nature of their services, as well as previous recruitment success with UWA. Terms of business and rates will have been agreed in conjunction with Procurement. Please refer to the University’s preferred supplier list.

9 Shortlisting

9.1 Overview of the shortlisting phase

Shortlisting involves assessing applications against the position requirements outlined in the advertisement and/or position description. This is dependent upon what applicants are asked to provide at application stage in the advertisement. Whilst the essential criteria outlined in the position description might not be explicitly assessed at shortlisting, these requirements must be assessed at some stage throughout the recruitment process.

All members of the Selection Committee will be invited to review the applications against the position requirements outlined in the advertisement to determine a shortlist of candidates for further assessment.   

Shortlisting decisions are required to be recorded in eRecruitment or by using the Shortlisting Matrix Template.

9.2 Diversity considerations 

A Selection Committee may choose to shortlist a candidate from an under-represented group (e.g., Aboriginal and Torres Strait Island people, women, people with a disability or people from non-English speaking or ethnic background), who meets the selection criteria but who may not be one of the strongest candidates. 

9.3 Arrangement of interviews/assessments

The Talent team will work with managers and College Services (for academic positions) to facilitate the requirements for the interviews such as identifying dates and meeting rooms and arranging audio visual equipment.

It is recommended that candidates are provided with a minimum of 3 working days’ notice of their scheduled interview.

Where a candidate is unable to attend for face-to-face interview on the stipulated date, they may be offered an alternative date or interview via videoconference (usually MS Teams).  

The University uses the Vieple video interviewing platform to conduct remote interviews whereby the candidate records responses to questions in their own time, and the video is reviewed by the HR Talent Acquisition team and/or selection committee at a later time. Vieple is particularly effective for shortlisting candidates where there may be challenges with conflicting time zones, or other scheduling issues.

10 Selection

10.1 Overview of the Selection phase

The selection phase involves undertaking assessments of candidates’ skills, knowledge and abilities to meet the requirements of the role as outlined in the position description.

Selection panel committee members and stakeholders involved with communicating and engaging with candidates should ensure that each interaction creates a positive candidate experience.

10.2 Conducting a Fair and Proper Assessment

Short listed applicants are assessed on their merit and the extent to which they meet or exceed the defined selection criteria. 

Assessment is made on the basis of the pre-determined selection methodology which generally includes an assessment of written application, responses to behaviourally based interview questions, performance in work tests and/or presentations and the information gained from referees and/or background checks. 

The Achievement Relative to Opportunity policy applies at any time there is an evaluation or an assessment of a person’s work-related qualities, or when a decision requires an assessment of an employee’s outputs or achievements.

The principle of Achievement Relative to Opportunity recognises that a fair competitive assessment of an employee’s performance outputs, or of their capacity to meet identified requirements for success, must take into consideration the person’s achievements relative to their opportunity to accrue outputs. This allows for appropriate consideration of the relative suitability of the talents, skills and abilities of that person against the genuine requirements of the decision being made.

10.3 Selection Reports

At the conclusion of the assessment period, candidates are assessed against the position description provided for the vacancy.

The Chair of the selection panel is required to complete a selection report to record the key outcomes and recommendations following the assessment process.

11 Employment Checks

11.1 Overview

This phase involves conducting a range of pre employment screening that intends to meet legal obligations, protect the University, minimise risk and ensure a safe environment. 

Employment is contingent on obtaining the relevant pre employment checks. 

11.2 Identification

An identification check will be undertaken on all new employees to verify their identity.

11.3 Right to Work in Australia 

Employment with the University requires the Employee or Prospective Employee to hold Australian citizenship or to be a permanent resident of Australia or New Zealand or to have a valid visa that provides work rights. 

Should a candidate hold a working visa, verification of conditions shall be undertaken using the Australian Government Department of Home Affairs Visa Entitlement Verification Online (VEVO).

A person holding a Business Visitor Visa (Subclass 600, 601, 651) will not be permitted to undertake any form of work, whether paid or unpaid, for the University.  For instances where work is to be performed a TSS (482) or 400 Visa may be appropriate.  The type of activity/nature of the work and duration need to be considered when determining the correct Visa.

The University will not be responsible for obtaining visas for Prospective Employees who are not citizens or permanent residents of Australia.   

Visa queries will be directed to the University’s appointed Preferred Immigration Service Providers to assist prospective and current Employees.

11.4 Qualifications & Licences

Evidence of qualifications and licenses as outlined in the position description are required to be provided by the candidate and validated by the Hiring Manager.

11.5 Referee Reports

It is recommended at least two referee reports are obtained for external appointments to verify their claims for the position. 

One referee report is recommended for current employees of the University. 

A referee report is not required if an employee of the University is appointed into a position within the same department, school or unit of the University and is known to the hiring manager. 

Referee Reports will be conducted using the endorsed Referee Report template (Appendix D) and will be provided to the Chair for review. 

11.6 National Police Check (NPC)

An NPC reviews national criminal records and allow the University to assess the relevance of any criminal offence. 

An NPC will be a condition of employment where the —

there is a legal requirement;

position has financial delegation of more than $100,000;

position is a finance position;

position undertakes Child Related Work; 

position has access to personal or sensitive information; and where the University determines this to be necessary; or

University specifies the position requires an NPC based on the inherent position requirements (i.e. security officers, cash handlers etc.).

Employees will provide a new NPC upon request by the University.

Where a fixed term employee is in a position that requires an NPC, producing a new NPC that is satisfactory to the University is a requirement for contract extension.

Where a prospective or current employee applies for a position, they will be responsible for the cost of obtaining an NPC if applicable.

The hiring manager/ supervisor and HR will assess the relevance of any criminal offence, to the suitability for the position with a recommendation made to the Director, Human Resources.  The following will be considered —

the scope of the criminal history;

the nature of the offence and the relationship of the offence to the position;

the period of time that has elapsed since the offence;

whether the offence was committed as an adult or a juvenile;

the severity of any penalty imposed;

whether there was a conviction, or found guilty and placed on bond;

whether there is evidence of an extended police record;

the number of offences committed which may establish a pattern of behaviour which renders an individual unsuitable for the position;

whether the offence is still a crime, that is, has the offence now been decriminalised;

whether there are other factors that may be relevant for consideration. For example, cultural factors or mitigating or extenuating circumstances, i.e. provocation, peer group pressure at the time of the offence and the circumstances in which the offence was committed or the effect of alcohol; and/or

the individual’s general character since the offence was committed.

11.7 Finance Check (FC) 

A FC reviews financial records to determine whether an individual is or has been banned or disqualified by the —

Australian Securities & Investments Commission (ASIC)

https://asic.gov.au/online-services/search-asic-s-registers/banned-and-disqualified/ ; and/or
declared bankrupt by the Australian Financial Security Authority (AFSA)

https://www.afsa.gov.au/online-services/bankruptcy-register-search 
A FC will be a condition of employment where —

the position has financial delegation of more than $100,000; or

the Head of School/ relevant Director specifies the position to requires a FC.

Employees will provide a new FC upon request by the University.

Where a fixed term employee is in a position that requires a FC, producing a new FC that is satisfactory to the University is a requirement for contract extension.

Where a prospective or current employee applies for a position, they will be responsible for the cost of obtaining a FC if applicable.

If the check reveals a candidate has declared bankrupt, and/or have been banned or disqualified HR with the hiring manager/ supervisor will assess the relevance of the outcome and the suitability for the position.

11.8 Working with Children Check (WWC)

The University requires that all new and existing staff hold a valid Working with Children Card if the position involves child-related work and contact with children, or any other roles identified by the University where this assessment is appropriate. 

Employees will provide a new NPC and/or WWC Check upon request by the University.

Where a prospective or current employee applies for a position, they will be responsible for the cost of obtaining a WWC if applicable.

11.9 Pre-employment Medical

A pre-employment medical is an assessment undertaken by and external provider to assess a candidate’s physical and overall capacity to work.

Pre-employment medicals are required in the following circumstances —
a candidate has declared an active workers compensation claim.

There may be occasions when the preferred applicant for a position is currently receiving Workers' Compensation benefits and/or is being assisted by a rehabilitation agency. 

In these circumstances, which may apply to internal and external applicants, the University will consider the following options —

external preferred applicants who have an active Workers' Compensation claim will be requested to provide a current medical certificate of capacity prior to commencing work;

arranging a 'work trial’ period for 1-12 weeks prior to appointment, transfer or promotion during which the selected applicant performs the role however continues to be paid workers' compensation. The aim of this procedure is to enable the University to ensure the applicant has capacity to work in the position before appointment or transfer. (For example, it may be unclear whether the preferred applicant's back injury would preclude them from completing all Library Assistant duties satisfactorily - a work trial period allows this matter to be determined to the benefit of both parties); 

having a workplace assessment/job analysis completed by a rehabilitation professional to determine whether there is a risk to the selected applicant and whether this may be attenuated by provision of suitable equipment and furniture or reasonable alteration to existing work practices;  

arranging provision of suitable furniture and equipment; and 

arranging short-term training. For example, the preferred applicant may require keyboard or first-aid training to be fully competent in the position. Such training may be provided through rehabilitation funding and arranged through UWA Injury Management and Wellbeing, Human Resources. 

Applicants involved with a rehabilitation agency will generally advise the selection committee during the interview. If possible, the name of the agency and contact person should be obtained.

11.10   Preferred Applicants with Active Workers' Compensation Claims 

The University has an obligation to ensure employees safety at work.

External preferred applicants who have an active Workers' Compensation claim will be requested to provide a current medical certificate of capacity prior to commencing work.  

Depending on the circumstances, the University may engage a rehabilitation professional to conduct a workplace assessment/job analysis to identify any risks and to make recommendations for reasonable adjustments and/or training.

Please contact UWA Injury Management and Wellbeing, Human Resources for assistance. 

11.11   Preferred Applicants with Requirement for Reasonable Adjustments

The term ‘reasonable adjustment’ refers to any administrative, environmental or procedural changes that enable a person with disability to have equal employment opportunity and work effectively and comfortably. Reasonable adjustment may include changes to work practices, alterations to facilities or access to specific aids or equipment. 

The University has an obligation to ensure that employees who have a disability are provided with the adjustments they require.

If a preferred applicant has identified the need for reasonable adjustments during the interview process please contact UWA Injury Management and Wellbeing, Human Resources for assistance. 

11.12   Sponsorship & Relocation 

The University may choose to sponsor a visa for a prospective employee who does not currently hold working rights in Australia.

There are various sponsorship arrangements available, and these are administered by the Australian Government Department of Home Affairs.

Where the University nominates someone for a Visa it will pay the following reasonable costs related to Visa sponsorship —

Applicable nomination costs; and

Skilling Australians Fund levy.

The recommended relocation assistance is outlined below. The related costs will be paid by the relevant School/Business Unit —

travel from the sponsored persons’ usual place of residence in their country or city of origin to Perth; and

economy class air travel (or equivalent) from Australia to the nominated Employee’s (and sponsored Dependants) Country of Origin at the conclusion of their appointment should they remain holding a TSS Visa under UWA sponsorship.

Additional relocation assistance is at the discretion and cost of the School/Business Unit. 

The individual will be responsible for the costs of return travel if permanent residency is obtained.  If the individual accepts employment with another employer, then the new employer will then become responsible for repatriation and other associated costs for the Employee and Employee’s Dependants.

Please refer to the Manage Immigration and Visas and Manage relocation for a new employee operational procedures for further information.  

12 Appointment

12.1 Overview of the appointment phase

All appointments must be approved in accordance with the delegated authority approvals matrix as outlined in section 2.3 prior to commencing recruitment.

Salaries are governed by the relevant Enterprise Agreement and any additional allowances or benefits should be accounted for and approved at the request to recruit stage. 

12.2 Offer of Employment

As soon as a person has accepted an offer of employment (either verbal or written) from a representative of the University, a contract of employment exists. 

It is Human Resources' responsibility to make a formal offer to the successful applicant upon receipt of the Selection Report, this may be done in collaboration with the Hiring Manager.

The employment contract is generated by Staff Resources. 

The Hiring Manager and their manager approves the contract.

Prior approval must be sought from the Head of School or Vice-Chancellor where an Employee is required to directly supervise a relative.

Employment checks are completed as part of the onboarding process. An employee’s commencement is conditional on satisfactory completion of these checks. 

12.3 Notifications & Feedback

At the closure of the recruitment process notifications are to be sent to unsuccessful applicants in a timely manner.

The Selection Committee Chair is required to make themselves available for feedback if requested.

12.4 Maintaining Recruitment Records

At the end of the recruitment process, the Selection Committee members must ensure that all hard-copy interview documentation are stored confidentially.

Human Resources will maintain a recruitment file for each recruitment activity and will ensure that all records relating to the successful candidate are retained for two years; and all records relating to the unsuccessful candidates are securely destroyed after six months.

All documentation, including written notes can be subject to a Freedom of Information application.  Information relating to the recruitment activity should not be included on the incumbent’s personnel file.

12.5 Onboarding

The University uses the eRecruitment onboarding portal to obtain required information from appointees and to communicate University-wide induction activities and information and activities. 

Managers/Supervisors are responsible for inducting new employees as per the eRecruitment onboarding portal and for providing a local induction tailored to the School / Business Area. 

Refer to the Employee Onboarding Guide for Leaders for more information.  
13 Help and Resources Available

The HR Talent team are available to provide support and assistance on all phases of the talent acquisition process. Please contact your Talent Acquisition Adviser /Officer directly, or email talent-hr@uwa.edu.au  

Selection and appointment training is available to all employees. To access the training please contact the Talent Acquisition team at talent-hr@uwa.edu.au 

End
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