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This page contains links to a comprehensive range of information in relation to recruitment and selection. Please click on any of the following headings for details.

If you would like information on the National Recruitment Panel then please visit the 


 HYPERLINK "http://centrenet/homepage/nso/people/handbook/selecting/sel006_a.htm" 
National Recruitment Panel Information Site 
. 
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Quick Guide
Purpose
Centrelink's effectiveness depends on our capacity to have the right people with the right skills in the right jobs. Before conducting a recruitment and selection exercise in Centrelink, it is essential to:

· consider both the short and longer term needs of the workplace in the context of available resources; 

· analyse and design the job to be filled, taking into account the workplace's business goals; 

· identify the key attributes needed for a person to effectively do the job; and 

· decide the most effective methods to select a person with the desired attributes. 

Guiding Principles
· All selections are to be based on merit and made without patronage or favouritism. 

· For each employment opportunity, Centrelink's three core selection criteria are to apply, together with any specific criteria developed at the local level. Click here for Centrelink's core selection criteria and guidance on assessing applicants against the criteria. 

· All selections are to have regard to Centrelink's strategies on the employment of youth, Aboriginal and Torres Strait Islander people, people from diverse cultural and linguistic backgrounds and people with disabilities, so that wherever possible the employee profile mirrors the local community profile. Click here for further information on these strategies 

· Recruitment of Customer Service Officers in the service delivery network should be through Centrelink's accredited programs eg. the traineeship. 

· All selection decisions should be made within six weeks from the date that applications close. 

The information in this topic should be read in conjunction with the following handbook topics:

· movement and assignment of duties; and 

· Centrelink's classification structure. 

· Manager's/Team Leader's guide on equity and diversity in the recruitment and selection process. 

Detailed Information
This section contains the following information:

· Terminology 

· What is "assignment of duties"? 

· What is a "promotion"? 

· Types of recruitment 

· Merit 

· Equity and diversity 

· Non-ongoing employment 

· Base level recruitment 

· Summary of the selection process 

· Identifying an employment opportunity and means of filling 

· Advertising of employment opportunities 

· Time frames 

· Orders of merit 

· Who may apply for Centrelink employment opportunities? 

· Special consideration for employment opportunities 

· Selection documentation 

· Selection committees 

· Acknowledging applications 

· Short listing and assessment 

· Referee reports/references 

· Selection reports 

· Approval by the delegate 

· Committee feedback 

· Advice to applicants 

· Gazette action 

· Access to selection documentation 

· Privacy and confidentiality 

· Date of effect of selection decision 

· Review of promotion decisions 

· Pre-employment checks 

· Engagement of employees 

· Forms and pro forma letters 

· Delegations 

· Legislation and other references 

Terminology

The commencement of the Public Service Act 1999 has changed the terminology used in employment and recruitment processes. Some of the major changes are outlined in the table below: 

Former terminology
Current terminology

(permanent) officers
ongoing employees

temporary employees
non-ongoing employees

continuing temporary employees
this category of employee no longer exists - employees who had continuing status on 5 December 1999 were automatically granted ongoing employee status on that date

vacancy
employment opportunity

transfer
assignment of duties on an ongoing basis

promotion
promotion or ongoing assignment of duties at a higher classification

temporary employment
non-ongoing employment

temporary transfer
assignment of duties on a temporary basis

permanent
ongoing

appointment
engagement of ongoing employee

appointment on probation
engagement subject to conditions (including probation)

office / position
no formal positions - set of duties or a job. Centrelink uses position numbers to identify a specific set of duties

transfers between agencies
movement to another agency

appeals
review of promotion decisions (section 33 of Public Service Act 1999)

What is "assignment of duties"?

Under section 25 of the Public Service Act 1999, a delegate may determine the duties of a Centrelink employee and the place or places at which the duties are to be performed. This is known as an "assignment of duties".

Duties may be assigned to an employee by way of:

· engagement as an ongoing or a non-ongoing employee; 

· promotion - ongoing assignment at a higher classification; 

· ongoing assignment of duties at the same or lower classification; 

· temporary assignment of duties at a higher, lower or the same classification. 

Section 26 of the Public Service Act 1999 provides that a delegate may enter into an agreement in writing with an APS employee for the employee to move to Centrelink from another agency.

Prior to the engagement, promotion or movement of an APS employee, the delegate will need to establish a set of duties at a particular classification which can then be assigned to the employee.

Click here for further information on movement and assignment of duties.
What is a "promotion"?

A promotion means the assignment, on an ongoing basis, to an employee of duties at a higher classification than the employee's current classification.

It is not a promotion if:

· the employee's current classification is included in a broadband and the employee is allocated a higher classification in that broadband; 

· the employee's current classification is a training position and the employee is allocated an operational classification following the successful completion of a course of training; or 

· an employee is temporarily assigned duties at a higher classification. 

Click here for further information on Centrelink's classification structure and the classification rules.

Types of recruitment

There are a number of ways in which a person may be recruited to, or employed by, Centrelink. These are:

· assignment of duties on an ongoing basis, either: 

· on promotion; or 

· at the same classification level; or 

· at a lower classification level; 

· engagement as an ongoing employee; 

· assignment of duties to an ongoing employee on a temporary basis; 

· engagement as a non-ongoing employee. 

Merit

Employment decisions must be based on merit and made without patronage or favouritism.

Promotion and engagement
All decisions on engagement or promotion of ongoing employees must be made on the basis of a merit selection exercise following the notification of the employment opportunity in the Commonwealth of Australia Gazette.

Merit based decisions for promotion and engagement require, as a primary consideration, a competitive assessment of the relative suitability of the candidates against the genuine requirements of the duties having regard to the capacity of candidates to achieve outcomes relevant to the duties.

Exemptions to the requirement for a merit selection are specified in Schedule 1 to the Public Service Commissioner's Directions 1999 as described below:

· engagement of an invalidity pensioner from the APS who is fit to return to work; 

· engagement of previously non-APS staff following machinery of government changes; 

· reinstatement ordered or recommended by the Australian Industrial Relations Commission, the Federal Court or Human Rights and Equal Opportunity Commission; 

· engagement of certain persons with rights of return to the APS; and 

· where a delegate decides that a previous employee's employment should not have ended. 

Other employment decisions
Other employment decisions (assignment of duties at the same or lower classification or on a temporary basis) must be made on the basis of an objective assessment of the person's work-related qualities and those required for efficient and effective organisational performance.

Work related qualities
Examples of work-related qualities that may be taken into account in making an assessment are:

· skills and abilities; 

· qualifications, training and competencies; 

· standard of work performance; 

· capacity to produce outcomes from effective performance at the level required; 

· relevant personal qualities; 

· demonstrated potential for further development; and 

· ability to contribute to team performance. 

Further information on merit
Further information on merit in employment decisions may be found at:

· Public Service Act 1999, section 10 - APS Values; 

· Public Service Commissioner's Directions 1999: 

· Chapter 2, Section 2.3 - The APS is a public service in which employment decisions are based on merit; and 

· Chapter 4 - Merit in employment 

Equity and diversity

Centrelink has developed a checklist to ensure that all applicants are given equal and fair treatment during the recruitment selection process. The checklist is not designed to be a comprehensive guide, but rather a list of issues to consider concerning equity and diversity.

Click here to access the Manager's/Team Leader's guide on equity and diversity in the recruitment and selection process.
Non-ongoing employment

Click here for information on non-ongoing employment.
Base level recruitment

Base level recruitment refers to entry into Centrelink as a Centrelink Band 1 or as a Centrelink Trainee through one of Centrelink's traineeships.

Click here for further information on Centrelink's traineeships.

The Centrelink Development Agreement 1999 - 2002 (CDA) established several traineeship streams, the main one being the Centrelink Customer Service Traineeship. This traineeship has its own classification and trainees are paid a salary which equates with a pay point in Centrelink Band 1. On successful completion of the traineeship and where the employee is performing the duties in a Centrelink 2 position, they will be advanced to a pay point in Centrelink Band 2.

Recruitment of Customer Services Officers (CSOs) in the service delivery network should be through Centrelink's Customer Service Traineeship. The traineeship and Certificate III have been specially developed to ensure that CSOs develop a high level of knowledge and skills to perform their role.

One further advantage of recruiting directly to the traineeship (as opposed to recruiting to Centrelink Band 1 positions), is that trainees are able to advance to Centrelink Band 2, whereas persons recruited to Centrelink Band 1 positions cannot be advanced to Band 2 - they must compete on merit, win a position and be promoted in the normal manner.

Click here for further information on Customer Service Traineeships.

Employment opportunities for Centrelink Band 1 and Traineeships must be notified in the Commonwealth of Australia Gazette as open to all eligible members of the community. These opportunities may also be advertised in the press.

Summary of the selection process

The following table is a checklist for persons involved in the selection process and shows the major steps of the selection process.

Step
Action

1
Team leader/manager identifies an employment opportunity and decides if it needs to be filled and how best to do so.

2
Team leader/manager determines the selection method.

3
Team leader/manager reviews the selection criteria, duty statement and any other information to be included in the selection documentation. 

Click here for pro forma selection documentation. 

4
Team leader/manager or committee convenor arranges for the employment opportunity to be advertised.

5
Applications submitted, acknowledged and referred to the committee convenor.

6
Committee: 

· short lists applications; 

· assesses short listed applicants against the selection criteria; and 

· prepares selection report for delegate's consideration and decision. 

Click here to access a pro forma selection report.

7
Delegate considers report and committee's recommendation and makes decision.

8
Committee provides feedback to applicants.

9
Convenor or HR Advisory Unit arranges for Gazette notification and for successful/unsuccessful letters to be sent to applicants. 

Click here to find out when a selection decision must be notified in the Gazette.

Click here to access information on advising successful applicants of the outcome of a selection exercise.

Click here to access a pro-forma unsuccessful letter.

10
Convenor or HR Advisory Unit: 

· liaises with successful applicant and, where appropriate, the losing Centrelink work area/Agency regarding the person's commencement; and 

· completes formal documentation for engagement, promotion or assignment of duties (including, where applicable, movement from another agency), including pre-employment checks where required. 

12
Team leader/manager records commencement details on Infolink HR.

Identifying an employment opportunity and means of filling

The team leader/manager identifies the type of employment opportunity (ongoing or long term temporary), determines if the position needs to be filled, and if so, by what means.

Options for filling the position include:

· assigning duties to an employee at the same classification level without advertising or conducting a merit selection exercise. Consider: 

· internal employees who may wish to/could be assigned to the duties; 

· any local list or register of employees seeking a change in their assignment of duties; and 

· any excess employees; 

· advertising in the Commonwealth of Australia Gazette (the Gazette), staff notices, and the press, if appropriate; 

· using an existing order of merit; and 

· using an external recruitment agency (particularly useful for bulk recruitment selection exercises) - discuss this option with your local HR Advisory Unit. 

Advertising of employment opportunities

When must an employment opportunity be advertised?
All ongoing employment opportunities must be advertised in the Commonwealth of Australia Gazette (the Gazette) unless:

· the duties are assigned to an ongoing APS employee at the same or lower classification level; or 

· ongoing engagement occurs in accordance with Schedule 1 of Public Service Commissioner's Directions 1999. 

Access to employment opportunities may be restricted, on the grounds of cost and operational efficiency, to APS employees and other eligible persons. Restricted opportunities are designated in the Gazette with a clover leaf symbol z.

Employment opportunities for Centrelink Band 1 and Traineeships must be notified in the Gazette as open to all eligible members of the community.

Click here to access the PSMPC Advice No. 31 - New arrangements for Gazette notifications for staffing under the Public Service Act 1999.

Centrelink's classification structure and advertising
All employment opportunities must be advertised using Centrelink's classification structure. This means that both the APS classification and the Centrelink Band must be specified and the full salary range for the band must be given. For example, Centrelink Band 2 $32,745 - 40,705 (APS levels 3 and 4).

In addition, if there is a work availability barrier within the band, the advertisement must state whether the position is above or below the barrier and indicate the appropriate work availability pay point in the band, and the APS level.

Example 1
A position at the APS level 5 (old ASO5) which is in the bottom part of Centrelink Band 3 must be advertised as follows:

Centrelink 3, $40,706 - 51,902 (APS levels 5 and 6). In the body of the advertisement it should be stated that "There is a work availability barrier within this band at pay point $43,964. This position is at the APS level 5 which is below the work availability barrier - advancement beyond this salary will be subject to the availability of work. The salary range for this position is $40,706 - 43,164. Commencing salary for non-Centrelink applicants will be in accordance with the applicant's skills, knowledge and experience."

Example 2
A position at the APS level 6 (old ASO6) which is in the top part of Centrelink Band 3 must be advertised as follows:

Centrelink 3, $40,706 - 51,902 (APS levels 5 and 6). In the body of the advertisement it should be stated that "There is a work availability barrier within this band at pay point $43,964. This position is at the APS level 6 which is above the work availability barrier, the salary range for this position is $43,964 - $51,902. Commencing salary for non-Centrelink applicants will be in accordance with the applicant's skills, knowledge and experience."

Example 3
A position at the APS level 4 (old ASO4) which is in the top part of Centrelink Band 2 must be advertised as follows:

Centrelink 2, $32,745 - 40,705 (APS levels 3 and 4).

As there is no work availability barrier in this band, the advertisement would simply state that the commencing salary for non Centrelink applicants will be in accordance with the applicant's skills and knowledge.

Advertising Customer Service Traineeships
Customer Service Traineeships must be advertised as:

"Customer Service Traineeship $26,967 pa".

The main body of the advertisement should state:

"This is a trainee position and successful applicants will be required to undertake training to become a Customer Service Officer (CSO). The course of training is the Customer Service Officer Certificate III. On successful completion of this training and actual performance of CSO duties, trainees will be advanced to a pay point in Centrelink Band 2, $32,745-40,705 (APS levels 3 and 4)."

Advertising identified positions
When advertising an identified position the following should be included, as a note, in the body of the advertisement:

"This is an identified position in which part or all of the duties involve the development of policy or programs relating to Australian Indigenous people, and/or involve interaction with Indigenous communities, including service delivery.

In order to perform these duties efficiently and effectively, the occupant needs to have an understanding of the issues affecting Indigenous people and an ability to communicate sensitively and effectively with them."

Click here to access Centrelink's policy on identified positions.

Click here to access the Aboriginal & Torres Strait Island Employment and Career Development Plan.

Temporary assignments
It may be appropriate to advertise long term temporary assignments in staff notices or other local forms of communication.

Where a wider range of applicants is desired, temporary assignments may also be advertised in the Gazette.

Non-ongoing employment

All decisions concerning the selection of a non-ongoing employee for engagement of over twelve months must be based on a merit selection exercise following advertisement in the Gazette. Click here for further information on non-ongoing employment.

Time frames

Gazette and press advertising
The date that applications must be received by is advised in all advertisements. This date may be determined by the selection committee, however, it is suggested that applicants be given at least two weeks from the time the employment opportunity is notified in the Commonwealth of Australia Gazette.

Selection decisions
All selection decisions should be made within six weeks from the date that applications close.

Orders of merit

Delegates may engage employees (both ongoing and non-ongoing) from an order of merit established from a Gazette notification provided that the opportunity was notified within twelve months of the decision to engage (eg. if a delegate makes a decision to engage a person on 30 June 2000, the employment opportunity must have been notified in the Commonwealth of Australia Gazette on or after 1 July 1999).

Delegates are not bound to use existing orders of merit and may choose to notify individual employment opportunities in the Commonwealth of Australia Gazette.

Who may apply for Centrelink employment opportunities?

Employment opportunities advertised in the Commonwealth of Australia Gazette are open to all eligible Australians, unless they are marked with a clover leaf symbol z.

Employment opportunities marked with the symbol z are restricted to employees of the APS, and other eligible people.

A full list of people who are eligible to apply for restricted employment opportunities (other than temporary assignments) is available at Schedule 2 to the Public Service Commissioner's Directions 1999.

People who have received a redundancy benefit from an APS agency or a non-APS Commonwealth employer are not eligible for ongoing engagement for twelve months following the end of the person's employment. Some restrictions also apply to engagement as a non-ongoing employee. Restrictions on the engagement of persons who have received a redundancy benefit are prescribed in the Public Service Commissioner's Direction 4.4.

Further information on restrictions on engagement is available in the PSMPC Advice No. 29: Limitations on the engagement of persons who have received a redundancy benefit.

Special consideration for employment opportunities

Centrelink excess employees
Where a Centrelink excess employee applies to be assigned a vacant set of duties within Centrelink, the employee will be considered in isolation from, and not in competition with, other applicants. If the excess employee is capable of performing those duties immediately or within a reasonable period, the excess employee should be assigned those duties.

Moves from a remote locality
Applicants who:

· are applying to be assigned duties at their current, or a lower, classification; 

· have been stationed at a remote locality for three or more years; and 

· are seeking to transfer from a remote locality; 

are to be given special consideration. Delegates can decide if such applicants should be considered in isolation from or need to complete with other applicants. Generally, if the applicant is capable of performing the vacant set of duties immediately or within a reasonable period of time, they should be assigned those duties.

Compassionate transfers
Where an employee requests a transfer on compassionate grounds they should have their situation looked at sympathetically.

Selection documentation

Job specification, duty statement and selection criteria
Selection documentation is a tool that both a potential applicant and the delegate can use to assess whether an applicant is suitable for the job.

Selection documentation should consist of:

· a job specification explaining the job title, the purpose of the job, where it fits in the organisation structure, the main tasks to be performed and the environment in which the job is performed (eg the team set up, requirement to travel, customer base, location etc). Additional information such as whether the job is full time or part time may also be included; 

· a duty statement giving a clear, concise and accurate description of the key duties and responsibilities of the job. 

· selection criteria identifying the experience, qualifications, skills, abilities and knowledge, personal qualities and special requirements needed to successfully perform the job. Selection criteria should be kept to a minimum and must include Centrelink's three core selection criteria. 

The team leader/manager must review all selection documentation prior to the commencement of each selection exercise. Points to consider are:

· the relevance of duties and selection criteria; and 

· changes to workload, practices, delegations, etc. 

Click here to access pro forma selection documentation.

Centrelink's core selection criteria
Centrelink has three core selection criteria which apply to all non-SES jobs.

The selection criteria are graded according to classification band and are centered around:

· customer service; 

· business acumen; and 

· Centrelink's Shared Behaviours. 

Each criterion is supported by additional information, so that selection committees and applicants have a clear understanding of the key points to be addressed.

Additional criteria relating to the specific job may be developed at the local level.

Click here for Centrelink's core selection criteria and guidance on assessing applicants against the criteria.

Identified positions selection criteria
Identified positions are positions where a significant part of the duties involve the development of policy for, or the delivery of, services and programs to Australian Indigenous people.

The following two mandatory selection criteria are required for all identified positions:

· a demonstrated knowledge and understanding of Australian Indigenous societies and cultures and the issues affecting these cultures in Australia; and 

· a demonstrated ability to communicate sensitively and effectively with Indigenous people. 

Click here to access Centrelink's identified positions policy.

Selection committees

Delegates are free to choose the most appropriate forum to be used to assess people for employment opportunities in Centrelink. These forums may include:

· internal selection committees; 

· Independent Selection Advisory Committees; or 

· external recruitment agencies. 

Internal selection committees
Selection committees can consist of one, two or more members. The delegate may be a committee member. Having the delegate on the committee could save considerable time as well as reducing communication and reporting costs.

The gender or cultural mix of a committee is at the delegate's discretion. However, committees should reflect a range of diverse opinions and experience in order to select the best applicant for the positions.

To be able to ascertain whether (and to what degree) an applicant meets the requirements of the job, the selection committee should have a thorough knowledge of the job and the person needed to perform the job.

Non-APS people can be on committees where their input would lead to a more informed recommendation eg in the selection of Migrant Liaison Officers, Social Workers etc.

Independent Selection Advisory Committees
An Independent Selection Advisory Committee (ISAC) may be established by the Merit Protection Commissioner (MPC) on the request of a delegate.

The function of an ISAC is to make recommendations to a delegate about the suitability of candidates for employment at Centrelink Bands 1 to 3 (APS Groups 1 to 6).

An ISAC will:

· assess the relative merits of the candidates; and 

· make a recommendation to the delegate: 

· as to the applicant(s) it considers to be the most suitable for the employment opportunity; or 

· that it considers that none of the candidates are suitable. 

An employment decision made in accordance with an ISAC recommendation is not subject to review under section 33 of the Public Service Act 1999. The recommendation of an ISAC is not binding on the delegate, however, if the recommendation is not accepted, any related promotion decision will be subject to the normal promotion review procedures.

An order of merit determined by an ISAC may provide the basis for the filling of that opportunity for employment for up to 12 months after the initial notification of the opportunity in the Commonwealth of Australia Gazette.

An ISAC comprises a Convenor nominated by the MPC, a person nominated by Centrelink and an APS employee nominated by the MPC.

A fee may be charged by the MPC to establish and support the ISAC.

External recruitment agencies
External recruitment agencies can provide expertise in selection of suitable applicants and reduce the workload involved in selection exercises.

When using an external recruitment agency it is necessary to:

· agree on the terms of reference and details of the process for the exercise; 

· brief them on: 

· Centrelink and where the job fits in; 

· the job description and the selection criteria - the agency will need to know what is required and what type of person is most likely to fit well into the job and Centrelink; and 

· Centrelink's requirements regarding equity and diversity; Click here for Centrelink's "Employment Agency's Guide on Equity and Diversity in the Recruitment and Selection Process". 

· clarify the basis upon which fees and expenses will be charged; and 

· ensure that arrangements are made to deal directly with the person who will handle the exercise. 

The delegate is accountable for recruitment and selection decisions and ensuring that correct processes have been followed. Recommendations by an external recruitment agency are not binding on the delegate.

For information on procurement and competitive selection processes involved in selecting an external recruitment agency see the Contestability and Contracts Team topics:

· Buying Matters; and 

· Buying Matters More 

The National Purchasing and Contracts Unit may be contacted for assistance with these processes.

Acknowledging applications

Applications should be acknowledged by the HR Advisory Unit or committee convenor (as appropriate - depending on local recruitment practices). Acknowledging applications will avoid unnecessary and time wasting inquiries from applicants.

Form PM010 (view only) is a postcard size form which can be used to acknowledge applications. Stores of this form may be ordered from the Communication and Marketing Team in National Support Office.

Click here to access the Communication and Marketing Team forms ordering page.

Alternatively, the attached letter may be used to acknowledge receipt of applications. Click here for a pro forma acknowledgement letter.

Short listing and assessment

Short listing refers to the selection of applicants for further consideration. From an application, the committee should be able to ascertain which applicants meet the minimum requirements of a job or, to take it a step further, which applicants meet these requirements to a higher degree than other applicants.

There is no specific requirement to interview applicants. It is up to the selection committee to determine and use the most appropriate methods to select the best person for an employment opportunity. The use of alternative selection techniques is encouraged, including using the written applications, referee reports, skill or technical tests etc to assess the applicants' claims and relative efficiency. If interviews are to be conducted, they should only be held for applicants with strong claims to the position.

Committees must ensure that any assessment process is sensitive to cultural issues and the principles of reasonable adjustment.

Click here for further information on the employment and career development of people with a disability including reasonable adjustment.

Referee reports/references

Where possible, the delegate or committee convenor should set out the requirements of referees prior to advertising an employment opportunity - ie if referee reports need to be submitted with applications, how many reports are required etc.

With the introduction of a team based approach to work, peer assessments/reports would be acceptable as a supplement to a referee report from a higher level employee (normally team leader/manager).

Referee reports may be verbal. However, where verbal referee reports are obtained, the committee must note the comments in writing, read these back to the referee for confirmation, and give the applicant an opportunity to comment on the referee report.

Click here for a suggested referee rating scale.

Selection reports

Selection report documentation should be kept to the minimum required to convince the delegate of the validity of the recommendation. Generally, detailed individual assessments are not required and greater emphasis should be placed on the comparative comments for competitive applicants.

Click here for an example of a standardised selection report containing the minimum requirements.

Approval by the delegate

The delegate has to be sure that the person recommended to fill an employment opportunity is the most suitable person on the basis of relative efficiency.

The delegate is responsible for ensuring that the selection process and outcomes comply with the principle of merit and equity and that the exercising of the delegation is a lawful exercise of power.

Where external recruitment agencies are used, the delegate is also responsible for ensuring the agency has complied with the contract arrangements and the agreed processes.

Committee feedback

Post selection feedback to short listed applicants is to be offered by the committee. Proper feedback sessions are developmental and can also assist in reducing the number of applications for review of promotion decisions, therefore reducing overall recruitment costs.

Advice to applicants

Advice to applicants is provided by the local HRAU or the Contact Officer.

Click here to access a pro forma unsuccessful letter.

Gazette action
The following selection decisions must be notified in the Commonwealth of Australia Gazette and to the successful applicant's agency (where applicable):

· all promotions; 

· ongoing assignment, at or below the employee's current level, to an advertised employment opportunity; 

· engagement of ongoing employees; and 

· engagement of non-ongoing employees: 

· for periods in excess of 12 months; and 

· where an engagement is extended beyond 12 months. 

Access to selection documentation
Following approval of the selection, all applicants are entitled to receive a copy of their individual assessment, where such assessments form part of the selection documentation.

The following table details the access available to unsuccessful applicants, appellants and promotees.

Party
Access

Unsuccessful applicants considering requesting a review of a promotion decision
Copy of: 

· comparative assessment with the names of all but the successful applicant/s and themselves blanked out; and 

· the successful applicants' individual assessment (if applicable). 

Applicants who have applied for review of a promotion decision
As above, with access to referee reports of all parties to the review of promotion decision.

Successful applicant/s
Once the request for review of promotion decision is lodged, all of the above.

Job applications should not be provided to any other applicant, except where the application is clearly relevant to the final assessment against the selection criteria eg. it is specifically referred to in the interview report as evidence of communication skills. In these cases, personal details such as address, phone number, marital status etc are to be blanked out from the application.

Click here for further information on review of promotion decisions.

Privacy and confidentiality

Committee members and the delegate must not discuss the outcome of a selection with an applicant or any other party before the selection has been approved by the delegate.

The committee convenor is responsible for the secure storage of all notices, papers etc in relation to the selection.

Date of effect of selection decision

Click here for information on time frames and dates of effect of selection decisions.

Review of promotion decisions

Promotions at or below the Centrelink Band 3 and equivalent (APS Group 6) may be subject to applications for review of the promotion decision being lodged with the Merit Protection Commissioner.

An application for review of a promotion decision may only be made on the grounds of merit.

Click here for further information on review of promotion decisions.

Promotions at or higher than Centrelink Band 4 or equivalent (APS Group 7) are not subject to review of promotion decisions. An application for review of action may be lodged on the grounds that there were serious defects in the selection process.

Click here for further information on review of actions.

Click here for Schedule 1 to the Classification Rules which sets out the APS Groups.

Pre-employment checks

Where a person is to be engaged as an employee, either ongoing or non-ongoing, certain pre-employment checks must be undertaken prior to the person commencing with Centrelink.

Click here for information on pre-employment checks.

Engagement of employees

Click here for information on the engagement of ongoing employees.

Click here for information on the engagement of non-ongoing employees.

Click here to access Centrelink's orientation kit.

Forms and pro forma letters

The following table shows the forms and letters that should be used during recruitment and selection exercises.

Activity
Suggested document

Provide an external recruitment agency with Centrelink's guide to equity and diversity in the recruitment and selection process
Employment Agency Equity Guide

Writing the selection documentation
Selection documentation

Writing a selection
Selection report

Acknowledging applications
Acknowledge applications

Advising unsuccessful applicants of the outcome of a selection exercise
Unsuccessful letter

Advising successful applicants of the outcome of a selection exercise
See Handbook topic - Movement and Assignment of Duties

Delegations

Click here to view the Guide for Delegates
All delegates should ensure they have an understanding of the issues contained in the Guide for Delegates prior to exercising a delegation.
The delegations in relation to recruitment and selection to:

· engage persons as APS employees (Public Service Act 1999, section 22) are held by job categories 1 to 7. 

· determine the duties of an employee, and the place they are to be performed (Public Service Act 1999, section 25) are held by job categories 1 to 7. Please note that a delegate may only exercise delegations in relation to jobs with classifications of up to one level below that of the delegate; 

· enter into a written agreement with an APS employee to move to Centrelink from another Agency (Public Service Act 1999, section 26) are held by job categories 1 to 9. Please note that a delegate in job categories 4 to 9 may only exercise delegations in relation to jobs with classifications of up to one level below that of the delegate; 

· agree on another date of effect on promotion (Public Service Regulations 1999, regulations 3.8 (2), (4), (5) and (6)(b)) are held by job categories 1 to 9. Please note that a delegate in job categories 4 to 9 may only exercise delegations in relation to jobs with classifications of up to one level below that of the delegate; 

· request the Merit Protection Commissioner to establish an Independent Selection Advisory Committee (Public Service Regulations 1999, regulation 4.2(1)) are held by job categories 1 to 9. Please note that a delegate in job categories 4 to 9 may only exercise delegations in relation to jobs with classifications of up to one level below that of the delegate; 

· nominate an employee to be a member of an Independent Selection Advisory Committee (Public Service Regulations 1999, regulation 4.3(1)(b)) are held by job categories 1 to 9. Please note that a delegate in job categories 4 to 9 may only exercise delegations in relation to jobs with classifications of up to one level below that of the delegate; 

· nominate an employee to be a member of a Promotion Review Committee (Public Service Regulations 1999, regulation 5.11(1)(b)) are held by job categories 1 to 9. Please note that a delegate in job categories 4 to 9 may only exercise delegations in relation to jobs with classifications of up to one level below that of the delegate; 

Click here to view the Personnel Delegations Instrument.

Legislation and other references

The legislation and other references applicable to recruitment and selection are:

· Department of Employment, Workplace Relations and Small Business advice - Classification Rules 1999/19 

Public Service Act 1999:
· section 22 - Engagement of APS employees 

· section 23 - Classification Rules 

· section 25 - Assignment of duties 

· section 26 - Voluntary moves between Agencies 

· section 33 - Review of actions 

Public Service Regulations 1999:
· Part 3 - APS employees 

· Part 4 - Independent Selection Advisory Committees 

· Part 5 - Review of actions, Division 5.2 Review of certain APS promotion decisions 

Public Service Commissioners Directions 1999:
· chapter 2 - APS Values 

· chapter 3 - Diversity in employment 

· chapter 4 - Merit in employment 

Public Service and Merit Protection Commission, Public Service Act 1999 Advice:
· No. 6 - Staffing Actions: relating to non-SES ongoing employees 

· No. 7 - Engagement of non-ongoing non-SES APS employees 

· No. 13 - Review of actions 

· No. 14 Promotion Review Committees 

· No. 15 - Independent Selection Advisory Committees 

· No. 29 - Limitations on the engagement of persons who have received a redundancy benefit 

· No. 31 - New arrangements for Gazette notifications for staffing under the Public Service Act 1999 




 HYPERLINK "http://centrenet/homepage/nso/people/handbook/selecting/sel006_a.htm" 
National Recruitment Panel Information Site 
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