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Organisational Development

RECRUITMENT CHECKLIST


Please print & progressively complete this Checklist.  Upon completion of the selection process, please return the Checklist, along with all selection documentation to Organisational Development (OD) (This Checklist is required for audit purposes).
Position Title:      

 Month & Year advertised:      
Directorate (please tick):      FORMCHECKBOX 
  Comm. Strengthening            FORMCHECKBOX 
  City Futures           FORMCHECKBOX 
  Finance          FORMCHECKBOX 
  IT    
 FORMCHECKBOX 
  Strategic Growth & Advocacy    

	Action
	Activity
	Further information

	 FORMCHECKBOX 
 Complete


	Is there scope to fill from internal resources? Consider the following prior to uploading a position requisition via Pulse eRecruitment:
 FORMCHECKBOX 
 Considered job redesign/allocating duties to other staff in team

 FORMCHECKBOX 
 Considered secondment/job share opportunity

Please note: RTW Coordinator, Organisational Development, and Payroll will be notified once a position requisition is submitted to consider if there are any applicable staff for the role.
	Pulse eRecruitment Portal:

https://greaterdandenong.lgsoftwaresolutions.com.au/Pulse/UI/RCM/Default.aspx 
Instructions can be found on The Source > Working Here > Recruitment > Recruitment Process > 1. Prepare a business case

	 FORMCHECKBOX 
 Complete

 FORMCHECKBOX 
 N/A
	Review existing Position Description; make necessary changes and forward Objective link to OD (for approval process). 
	Objective qA308054 (Approved PD’s)

	 FORMCHECKBOX 
 Complete

 FORMCHECKBOX 
 N/A
	Develop new Position Description, upload into Objective and start the PD approval workflow.
	The Source > Working here > Recruitment > Position descriptions, Bandings and approval process

	 FORMCHECKBOX 
 Complete

 FORMCHECKBOX 
 N/A
	Does the position require the applicant to perform a task(s) involving physical labour or manual handling (estimated at >10% of the working day)? If yes, an analysis of the tasks needs to be undertaken and included in the Position Description.

Is a Visual Acuity or Audiometric assessment required (hearing and vision test)? Remember to include in the job advertisement and let applicants know that they will need to undertake assessments if successful.
	The Source > Working Here > Recruitment > > Functional capacity and pre-employment screening
Health & Safety Consultant on 8571 5276

	 FORMCHECKBOX 
 Complete


	Prepare advertisement (must be advertised for a minimum of 5 working days). 

For positions classified Physical Services Band 4 and below, internal expressions of interest must be sought prior to any external advertising.
	The Source > Working Here > Recruitment > > Recruitment Process > 5. Prepare and advertise the approved vacancy

The Source > Working Here > OD Policies and Guidelines > Recruitment Policy

	 FORMCHECKBOX 
 Complete

 FORMCHECKBOX 
 N/A
	Upload the position requisition via Pulse eRecruitment in order to seek approval. Once approved you will receive an automated confirmation from Pulse. OD will then set up the Job Listing for candidates to begin applying.
Date EMT Approved:      

 FORMTEXT 
     
	Pulse eRecruitment Portal:

https://greaterdandenong.lgsoftwaresolutions.com.au/Pulse/UI/RCM/Default.aspx 

Call OD on 8571 1382 for Pulse eRecruitment access.

	 FORMCHECKBOX 
 Complete


	Shortlist candidates against selection criteria, REACH values and Councils Capability Framework. 

Contact applicants for interview and/or other selection techniques (advising them of the selection processes, and where to park and what to bring if required, i.e. certificates, evidence of qualifications, Working with Children Checks, identification for Police Check, licences etc.). 

Check Application form and ask all applicants if they require any reasonable adjustments to assist them to participate in the recruitment process (e.g. Mobility access to interview locations, translator) 
	The Source > Working Here > Recruitment > > Recruitment Process > 6. Shortlist applications

Map of Dandenong Parking & Off-Street Costs: https://thesource.greaterdandenong.vic.gov.au/_flysystem/filerepo/A6513317 
 

	 FORMCHECKBOX 
 Complete


	Develop selection methodology, write behavioural questions based on the selection criteria, REACH values and Councils Capability Framework & design or select any alternative selection techniques (skills tests, psychometric testing, etc).

Prepare interview guides & distribute to panel members.
	The Source > Working Here > Recruitment > > Recruitment Process > 7. Selection Activities
Call OD on 8571 1382 to arrange psychometric testing, etc.



	 FORMCHECKBOX 
 Complete


	Establish a selection panel (at least 1 person from another department & 1 person the same gender as the applicant). The chairperson must’ve completed unconscious bias recruitment training. 

Check to ensure each selection panel member is independent ie. has no conflict of interest with any candidate (if so, they can’t be on the panel).
Please list names & department of each panel member: 
1.      
2.      
3.      
	The Source > Working Here > Recruitment > > Recruitment Process > 7. Selection Activities


	 FORMCHECKBOX 
 Complete


	Selection process undertaken.  See Selection Grid for selection methods. All responses rated and candidates ranked by each of the selection panel. Selection Grid is required to be completed and sent to OD.
Applicants who did not apply online must be given an Applicant Declaration form to complete at interview.  Take and sign photocopies of all applicants’ qualifications, certificates and drivers’ licences (if driving is a requirement of the position).  These forms/certified copies to be returned to OD for retention on personnel file of the successful applicant and destroyed for unsuccessful candidates.

At this stage it is timely to discuss parking options with applicants, should they be successful.
	Selection Grid: The Source > Working Here > Recruitment > Recruitment Process > 10. Confirm Appointment

Applicant Declaration Form: The Source > Working Here > Recruitment > Recruitment Process > 7. Selection Activities



	 FORMCHECKBOX 
 Complete

 FORMCHECKBOX 
 N/A
	For positions which have a physical component, organise a pre-employment Functional Capacity Assessment for the preferred candidate(s).

The reports from the assessor are to be returned to Organisational Development for filing. 
	The Source > Working Here > Recruitment > Functional capacity and pre-employment screening



	 FORMCHECKBOX 
 Complete


	Verbal Reference Checks conducted for preferred applicant/s.  Minimum of 2 reference checks to be carried out – preferably a current supervisor or, if not possible, previous supervisors.  Reference checks should also be conducted for internal applicants from other business units. Privacy requirements must be considered when undertaking Reference Checks. These are outlined on the Telephone Reference Check form.

Return notes from referee discussions to OD for filing in Objective with this checklist.
	The Source > Working Here > Recruitment > > Recruitment Process > 8. Reference checks



	 FORMCHECKBOX 
 Complete

 FORMCHECKBOX 
 N/A
	Obtain a Police Check for the preferred candidate (if required). 

Should the Police Check reveal a relevant criminal record, the offer of employment may be withdrawn.  Please contact OD for advice prior to withdrawing an offer based on criminal offences 
*NOTE: Organisational Development are unable to prepare a Letter of Offer until this check is in hand (where applicable).

	Each Directorate has an assigned officer authorised to conduct Police Checks.  Please contact OD on 8571 1382 if you have any questions. 

The Source > Working Here > Recruitment > > Conduct a Police Check

	 FORMCHECKBOX 
 Complete

 FORMCHECKBOX 
 N/A
	Request a Working with Children Check 
Include Council as listed employer on the WWC Check- this will be required if the applicant is successful. The WWC Check should be verified online with the status checker.
Should the Working with Children clearance not be obtained, the offer of employment may be withdrawn.  Please contact OD for advice prior to withdrawing an offer based on the Working with Children Check.
*NOTE: Organisational Development are unable to prepare a Letter of Offer until this check is in hand 
	The Source > Working Here > OD Policies and Guidelines > Working with Children Checks
http://www.workingwithchildren.vic.gov.au/

Working with children check status checker


	 FORMCHECKBOX 
 Complete

 FORMCHECKBOX 
 N/A
	Does this position require that the officer has a statutory authorisation under any applicable legislation to perform the duties, functions or to exercise powers required of the position? 
This requirement applies to permanent, temporary, contract staff and for internal staff movements.

Note: The officer is not permitted to perform any duties, functions or to exercise powers under applicable legislation without an approved and finalised Instrument of Appointment of Authorised Officer. Performing duties without a valid authorisation is a breach of legislation.
	Discuss requirement with manager. 

Contact Governance to initiate the authorisation process. Allow up to two weeks for the process to be complete.



	 FORMCHECKBOX 
 Complete


	Complete the New Employee Request form.
	The Source > Working Here > Recruitment > Recruitment Process > 10. Confirm Appointment

	 FORMCHECKBOX 
 Complete


	Send the New Employee Request form, attaching the successful candidate’s resume, the Position Description and the Selection Grid to the Business Unit Manager & Director for sign off.

The successful candidate is not to be advised until approval is given and all pre-employment checks have been finalised.  Check with successful applicant if they require workplace adjustments to enable them to perform the inherent requirements of the position.
	

	 FORMCHECKBOX 
 Complete


	Contact all unsuccessful interviewed applicants (including unsuccessful internal applicants).  
	The Source > Working Here > Recruitment > Recruitment Process > 11. Finalise process



	 FORMCHECKBOX 
 Complete


	Familiarise yourself with CGD’s requirements in relation to the probationary process (6 months probation). It is important to act early by contacting OD if you have concerns regarding an employee’s performance during their probationary period. 
	The Source > Working Here > Probation Process



	 FORMCHECKBOX 
 Complete


	Verify that the successful applicant has added the Council as an employer to their Working with Children Check.  A letter from the Victorian WWC Check Unit will be sent to Council confirming this. This letter is to be saved in their personal file. Adding current employer is a legal requirement within 21 days of the candidate starting their employment.  


	The Source > Working Here > OD Policies and Guidelines > Working with Children Checks



	 FORMCHECKBOX 
 Complete


	Plan the new employee’s induction by printing & working through a copy of the induction checklist. 

NOTE: There are separate processes and Checklists for staff & Managers/Team Leaders.
	The Source > Working Here > Induction



	 FORMCHECKBOX 
 Complete
	Once completed, bundle the following with this Recruitment Checklist and forward to OD for retention:

· Unsuccessful applications

· Selection Grid

· Reference Checks

· Interview notes (from each panel member)

· Applicant Declaration forms
· Psychometric Testing (if applicable)

OD will arrange for unsuccessful letters to be generated via Pulse to any unsuccessful applicants who were not interviewed.
	Email documentation to zzOrgDevAdmin@cgd.vic.gov.au 

	Recruitment Checklist completed by:      
Date:      
Signature: 
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