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o Advertising your position

CHECK - do you have a current Job Description (ID) for the position?

Yes - check over the JD to make sure it still reflects the position Ne - you will need to create one. You can find lots of
duties and purpose. Make sure things like pay rates and any examples online, or the REYLL team can provide you with
references to Regs, Law or other legislation are up to date. one to get you started.

DECIDE on your selection criteria. These will include the required qualifications and experience,
as well as any specific skills the role will need.

Make sure you only include things in the selection criteria that are actually required for the role.
These will be included in your JD, the job ad, and will help you write your interview questions.

CHECK your budget and the Children’s Services or Teacher’s Award to decide the level and pay rate you will offer.
Will you offer any other benefits such as

SEEK approval from your management team, committee or board (as appropriate) to commence advertising.

CONSIDER - do you have any existing staff who are working towards or have the skills to perform the role?
Is this a good opportunity for career progression for someone in your team.

Yes - discuss the role with them and let them know No - progress to advertising the position
what they need to do to apply.

DECIDE- where you will advertise the position. Job sites such as SEEK or Indeed are a good starting point,
however in a regional area, local social media pages or noticeboards may get better results for a much lower cost.

DECIDE what will help you decide on the best candidate. A resume and cover letter are usually asked for, but you may
also want to see things like work samples or video cover letters, or have a specific application form for your service that
you use. Do you want them to apply online or just pop in to the service? Make sure these requirements are listed in the ad,
and be specific, e.g a 1 page cover letter. Put a closing date for applications.

CREATE an advertisement for the position. Make sure it is eye catching, and accurately describes the job, benefits,
hours, location and what is required to apply.

Including information about your service, the types of duties and the local community is important to attract
candidates to your role.

LOOK at other job advertisements online if you are not sure what to write.

ASK someone else to proof read your ad and check for spelling and grammar.
Ask them if they think the ad would make them want to apply for the job?

POST your job ad to your chosen job boards or social media.

ASK your other staff if they will share the ad with their networks. Consider other community groups or
stakeholders who may want to help you advertise e.g your local council, schools, TAFE or businesses.
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e Recruiting for the position

WRITE your interview questions and screening questions (If you will be completing a phone screen). Include questions
that are relevant to the job role. Including scenarios around typical things that happen in the role is helpful. E.g “what
would you do if..."” or “have you ever come across a situation where. How did you respond” or “tell me how you go about
finding out a child’s interests” The REYLL team can provide you with examples.

SHORTLIST and CHECK qualifications for suitable candidates for the position.

Make sure you are shortlisting only based on the job requirements, not their family situation, gender, disability or any
other personal attribute.

CONSIDER if any applicants are not suitable for this role, but may be suitable for another role in the future.
If so, ask them if you can keep their details on file (in a safe, secure place).

CONTACT anyone who is not shortlisted to let them know they are unsuccessful.
Be prepared to give feedback if they ask why.

COMPLETE an initial phone screen with shortlisted candidates (if this isn’t already covered in your application forms.
This is where you can confirm any details like qualifications, how many days they are looking for and if they are
looking for sponsorship or relocation.

CHECK qualifications using the ACECQA qualifications tool if the candidate has a qualification that is not an
Australian Cert Ill or Diploma ECE (services positions). https://www.acecqa.gov.au/qualifications/nqf-approved

ORGANISE your interview panel. Its always best to have at least 2 people in an interview, and the panel should be the
same for all candidates wherever possible. For example, when interviewing an educator, the Centre Manager and
Room Leader would be a good panel. Find out what times the panel will be available to interview.

BOOK in person, or video chat interviews with the shortlisted candidates within one week of shortlisting.

It is best practice to send a confirmation email or calendar invite to confirm the interview. When you do this, include;

1. A copy of the Job Description 4. The location of the interview, including any parking

2. Anything you would like them to bring to the details or access requirements
interview, e.g work samples, copies of qualifications, 5. Who will be interviewing them (name and position)
their visa if they are currently on one. 6. A contact number for any queries prior to the interview.

3. Consider providing interview questions or an
overview beforehand to help the candidate
prepare for what you may ask.

COMPLETE the interview, taking as accurate notes as possible.

DECIDE on your preferred candidate. You may be lucky enough to have 2 and cant decide. This is where reference
checking is helpful. If the room leader or other key staff were not able to attend the interview, it is also helpful to share
the interview notes with them, so they have input on who they prefer.

ASK the preferred candidate/s to provide at least 2 referees, if they haven't already. For safeguarding and quality
assurance purposes, these should be past line managers, and from different companies (wherever possible).

CHECK if you have an appropriate set of referee questions to use. The REYLL team can provide you with examples.

COMPLETE the required number of reference checks for the position using the relevant form. Forms can be sent via email
or text, or filled out while on the phone to referee.

CALL the candidate and ask for another referee if you have been unable to contact their supplied referees within 2
business days.

DECIDE if you will go ahead with the preferred candidate/s. If you still cant decide between 2, you could;

Organise a second interview, and ask additional questions
Organise a meet and greet with the team they will be working with, and see if one is a better fit
Hire both, if you have other similar roles available

CALL the successful candidate and make a verbal offer. Confirm their intended start date.

CALL any unsuccessful candidates and let them know. Have some constructive feedback ready to provide them. If they
were a good candidate, ask if they would like you to keep their details on file in case another role comes up in future.
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e Onboarding

CHECK if you have a contract template that meets Fair Work and award requirements. You can find help here
https://business.gov.au/people/employees/create-an-employment-contract
If your service does not have one, it is best to seek assistance from an HR expert or employment lawyer to make sure

your contract template doesn’t contain anything illegal or unethical. Ensure the contract contains a clause that says the
employment offer is conditional on them having all of the required clearances, work rights and qualifications.

CREATE the employee’s contract, making sure that all information such as award levels, pay rates, benefits,
superannuation and hours of work are correct. Watermark the contract as DRAFT.

EMAIL contract (clearly marked DRAFT) to employee, using scripted offer message (Appendix 1)

CREATE an employee file according to your centre/company requirements and software. Save the interview notes,
screening, reference checks and any employment documents here.

FINALISE the employee’s contract if they are happy with the draft.

USE your company/service online system if you have one to complete onboarding.

EMAIL the employee (if not using an online system)

1. The final contract for signing 4. The relevant employee details forms for your service,

2. A superannuation choice form https://www.ato.gov. that capture bank account details, emergency
au/forms-and-instructions/superannuation-standard- 5. Any relevant employee handbooks, policies or service
choice-form information

3. A tax declaration form https.//www.ato.gov.au/forms- 6. A Fair Work Information Statement relevant to their
and-instructions/tfn-declaration role https.//www.fairwork.gov.au/employment-

conditions/information-statements/fair-work-
information-statement

ASK the employee (if not already provided) for copies of

1. Their current working with children clearance 5. A National Police Clearance, if required for their role

2. Their qualifications (e.g Nominated Supervisor, Responsible Person). For

3. Proof of work rights- this could include an Australian other roles, unless already covered in your contract
passport, birth certificate, or copies of a visa stating document, a statutory declaration stating that they
they have full work rights have no criminal convictions.

4. Their drivers license, if they will be required to
transport children or clients

CHECK employee has returned all required documents and they are of an acceptable and readable quality.

CHECK and VALIDATE

1. WWC https.//workingwithchildren.wa.gov.au/card-validation

2. Drivers licence (if required) https./www.wa.gov.au/service/transport/road-transport/check-your-drivers-licence

3. Visa https.//immi.homeaffairs.gov.au/visas/already-have-a-visa/check-visa-details-and-conditions/check-conditions-
online/for-organisations

REQUEST updates for any documents that are incomplete and/or incorrect

CHECK signed documents are complete and correct

SAVE all documents to employee’s file

SEND employment documents to your payroll department, or submit documents as required. Do we need to include
payroll instructions or assume they have someone to do this?

UPDATE your calendar with the employee’s start date, induction dates and probation dates (3 and 6 months)
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a Before the employee starts

PHONE the employee and make sure they know;

1. Their roster for the first week, and any special events that may be happening
2. Where they need to go and who to report to on the first day

3. Uniform/clothing expectations

4. Anything they need to bring

Give them the opportunity to ask any questions they have.

ASK the employee for a photo and some information about themselves that you can share with staff,
families and children.

ORGANISE your roster so that the new employee is non contact for their first day (at least).

GREET the employee at their arrival. Show them where to put their things.

Give them a tour of the service and introduce them to everyone.

COMPLETE your service induction procedure, making sure to point out the emergency exits and any other
WHS information.

PROVIDE the employee with a space to sit and complete any online induction tasks or reading, pointing out any key
policies they should read before they start.

CHECK IN regularly to allow the employee to ask questions.

ASSIGN the employee a buddy, who will be their contact person to go to if they have questions in future. This could be
their room leader, or a more experienced colleague.

CHECK that the employee knows when they can take breaks throughout the day.

CHECK any housing is clean and ready for the new employee.

PHONE/MEET with the new employee on the day they start at the service and complete Candidate care call day 1.

PHONE/MEET with the new employee at the end of the first week and complete Candidate care call week 1.

PHONE/MEET with the new employee monthly for the next six months, using the appropriate Candidate care form.

PHONE/MEET with the new employee quarterly up to 12 months, and then again at 18 months, using the appropriate
Candidate care form.

ASSIST the new employee wherever possible to use the mechanisms available to them (as appropriate to your service):

¢ Feedback and complaints process. e Access to calendar training.
¢ EAP counselling. ¢ Traineeships through the RTO.
¢ Inclusion support professional. e Advice on policy.
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APPENDIX A: Candidate care call - day 1

Candidate care call day 1

The survey will take approximately 4 minutes to complete.

* Required

* This form will record your name, please fill your name.

1. Employee name *
2. Service *

3. How was your first day? *

4. Did you have an induction? *

O Yes O No

5. How was your induction? Did you find it informative? *

6. Did you get a tour of the service? *
Yes O No

7. Were you introduced to staff? *

O Yes O No

8. Were you introduced to families? *

O Yes O No

9. Were you introduced to children? *
Yes O No

10.Any other feedback/support requests? *
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APPENDIX B: Candidate care call - week 1

Candidate care call week 1

* Required

1. Employee name *

2. Service name *

3. How was your first week? *

4. How did your first week go? *

5. Do you have any concerns? *

O Yes
O No

6. List any concerns here *

7. ls there anything you are not sure about? *

8. Do you know how to access the policies and procedures for your role? *

O Yes
O No
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APPENDIX B: Candidate care call - week 1 continued

9. Have you been able to complete your online induction? *

O Yes
() No

10.Have you felt welcomed by staff and your manager? *

O Yes
() No

11.How do you feel you are settling in? *

12.List any additional support you would like here *

13.HR team- list any advice/support you offered here *

8 Continued
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APPENDIX C: Candidate care call - 1 month

Candidate care call 1 month

* Required

1. Employee Name *
2. Service they work at *

3. How has your first month been? *

4. How have you settled into your new service/community *

5. How are you finding the service culture? *

6. Do they know about benefits available to them (give brief overview if not and refer them to flyer) *

Yes
No

O Maybe

7. Is there anything you need support with? *

8. HR team- list any advice/support offered here *
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APPENDIX D: Candidate care call - 2 months

Candidate care call 2 months

* Required

*  This form will record your name, please fill your name.

1. Employee name *

2. Service name *

3. How has your month been? *

4. How are you feeling about your new role and workplace? *

5. Is there anything you need support with?

6. HR team- list any advice/support offered here *
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Candidate care call 3 months

* Required

* This form will record your name, please fill your name.

1. Employee Name *

2. Service name *

3. How are things going with your new role? *

4. Have you had an interim probation meeting with your manager? *

O Yes
O No

5. Is there anything you would like to know or need support with? *

6. Any concerns? *

7. HR to list support/advice offered here *

Ll
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APPENDIX F: Candidate care call - 4 months

Candidate care call 4 months

* Required

* This form will record your name, please fill your name.

1. Employee name *

2. Service name *

3. How has your month been? *

4. Are you feeling confident with the requirements of your role? *

5. Is there anything you need support with? *

6. Do you have any concerns? *

7. HR team- list any advice/support offered here *
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Candidate care call 5 months

* Required

* This form will record your name, please fill your name.

1. Employee name *

2. Service name *

3. How has your month been? *

4. Do you have a probation meeting booked in with your line manager? *

5. Is there anything you need support with? *

6. Do you have any concerns? *

7. HR team- list any advice/support offered here *
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APPENDIX H: Candidate care call - 6 months

Candidate care call 6 months

The survey will take approximately 6 minutes to complete.

* Required

* This form will record your name, please fill your name.

1. Employee name *

2. Service *

3. Do you feel you have fully settled into your new role? *

4. Do you feel confident that you know all you need to know to complete your role? *

5. Do you have a good daily routine? *

6. Have you formed good relationships with your collegaues and families/children? *

14 Continued
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APPENDIX H: Candidate care call - 6 months continued

7. Have you completed any training? *

O Yes
() No

8. Have you completed your final probation meeting with your manager? *

O Yes
O No

9. Did you find the probation meeting helpful? *

10.Do you have any feedback on the recruitment process and do you feel anything could
have been done better? *

11.Do you feel you know who to talk to if you have any concerns? *

12.Any other feedback? *
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APPENDIX I: Candidate care call - 12 months

Candidate care call 12 months

The survey will take approximately 6 minutes to complete.

* Required

* This form will record your name, please fill your name.

1. Employee name *

2. Service *

3. How are things going with your role? *

4. |Is there any further training you feel you need? *

5. What are your career goals for the next 12 months? *

6. How could we support you to reach your goals? *

7. Do you have any concerns? *

8. Any other feedback? *
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APPENDIX J: Candidate care call - 18 months

Candidate care call 18 months

The survey will take approximately 6 minutes to complete.

* Required

* This form will record your name, please fill your name.

1. Employee name *

2. Service *

3. How are things going with your role? *

4. |Is there any further training you feel you need? *

5. What are your career goals for the next 12 months? *

6. How could we support you to reach your goals? *

7. Do you have any concerns? *

8. Any other feedback? *




