Recruitment Policy for the Selection of 

Staff and Volunteers

Rationale

Disability Advocacy and Complaints Service of SA Inc. from time to time will need to select and recruit new employees.  As the Disability Advocacy Complaints Service of South Australia does not discriminate between employees and volunteers, this policy and the here outlined procedure applies also to volunteers, who want to make a regular contribution within a clearly defined role.

Objective  

This policy outlines the selection and recruitment process for the employment of new employees and filling of volunteer positions at Disability Advocacy Complaints Service of South Australia.  The selection and recruitment process is clearly outlined and will apply in all cases where a job is advertised or volunteers are sought by Disability Advocacy Complaints Service of South Australia for a specific role which cannot be filled by existing volunteers.
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1.  Introduction 

Disability Advocacy Complaints Service of South Australia Inc. is an equal opportunity employer and is guided by its Affirmative Action Policy.

From time to time Disability Advocacy Complaints Service of South Australia needs to recruit employees and volunteers for particular roles in the agency.  These roles/jobs may be required in the following areas:

Administration:  assist at the reception desk, help with mail outs and collating printed materials, make phone calls to stay in touch with the membership, assist us to keep our computer system and data bases running smoothly.

Publications:  write articles for our newsletter, put news on our e-mailing list, update our website, edit publications, help us with graphic design, assist in radio broadcasts and other media productions. 

Promotion:  promote Disability Advocacy Complaints Service of South Australia Inc. at events, assist with exhibitions and promotional events, developing promotional materials, screen printing, and artwork for posters and banners.

Individual Advocacy: Volunteers can learn to become individual advocates, who will take on requests for advocacy from our clients.

Self Advocacy: Assistance is needed for the OUR VOICE SA Committee, a group of people with learning disabilities.  Tasks include administrative tasks, community education, conflict resolution and negotiation, campaigning and lobbying, consultations, public relations and planning and managing public events.

2.  Affirmative Action and Equal Opportunity Statement

Disability Advocacy Complaints Service of South Australia has a clear commitment to increasing the numbers of people with disabilities in the activities of the Service.  The Mission Statement declares that the Service will act in a manner, which will encourage people with disabilities to act on their own behalf.

Therefore the service must consider the value of employing employees and recruiting volunteers, who have a disability, as a strategy in role modelling, and as increasing a sense of comfort and involvement with Disability Advocacy Complaints Service of South Australia among people with disabilities. 

It is further acknowledged that many people with disabilities face discrimination in employment and volunteering, and that Affirmative Action strategies are a valuable tool in redressing this injustice.

Disability Advocacy Complaints Service of South Australia therefore commits itself to a policy of Affirmative Action in providing employment and volunteer opportunities for people with disabilities.

Definition:

Affirmative Action in Employment is a philosophy and series of actions taken to ensure that people with disabilities (in this instance) who have the skills required for a task are given the opportunity to gain the experience. 

Guidelines:

Disability Advocacy Complaints Service of South Australia will publicise this policy in every advertisement for employment with wording such as “Disability Advocacy Complaints Service of South Australia is an equal opportunity employer. People with a disability are encouraged to apply.”

The basic premise of this policy is that the applicants being considered must have the capacity to perform the job.  

When applicants are very close (in written applications and in interview presentation), it is appropriate to balance in favour of those with a disability.

Principles of merit and equity, particularly in terms of interview process should be followed in order to fairly determine capability.

3.  Principles of Selection

Staff and Volunteers will be selected based on the following principles and Disability Advocacy Complaints Service of South Australia’s affirmative action guidelines.
These guidelines are designed to assist in the equitable and effective selection of employees and volunteers at Disability Advocacy Complaints Service of South Australia Inc.

This policy is based on the principles of selecting employees based on merit and on fair and open competition in accordance with the Equal Opportunity legislation.
Only positions which are permanent and called for more than 25 hours per week need to be advertised. If an existing or former volunteer or employee is willing to fill a casual, contract, volunteer, or a permanent position under 25 hours per week there is no need to advertise the position and go through the selection procedure.  

Contracts for employment should not exceed more than six months, unless the agency has reasons to justify a continuation of renewing a contractual position.
In any case it is important to choose the best person, provided he/she fulfils all requirements.  An inappropriate choice may have undesirable consequences not only for management, other employees, Disability Advocacy Complaints Service of South Australia’s finances, and the person involved, but most importantly for our clients.

Definition of Merit 

All selection processes must be based on merit

Merit is defined as

· the extent to which each of the applicants has abilities, aptitudes, skills, qualifications, knowledge, experience, and personal qualities relevant to carrying out the duties in question; and 

where relevant:

· the manner in which applicants carried out the duties  or functions of any position, employment or occupation previously held or engaged in by the applicant; and

· the extent to which each of the applicants has potential for development.

In the selection process existing employees and volunteers are to be treated fairly and consistently in comparison to applicants from the wider community.

All applicants are to be treated without discrimination, nepotism or patronage.

A proper assessment of merit therefore needs to be based on:

· Properly prepared job and person specification, which truly reflect the requirements of the job;

· Processes which fairly, accurately and validly measure the relevant skills, abilities, knowledge, experience and qualifications of applicants, so that proper judgment can be made about the comparable attributes of each applicant. 

Fair and Open Competition

Individuals who wish to apply for a position must be given a reasonable opportunity to do so.  They have the right to be treated fairly in the selection process.  It is unlawful to discriminate against people on the basis of their age, gender, sexuality, marital status, pregnancy, race, or disability.

4.  Role and Composition of the Selection Committee

Before the position is advertised a decision must have been made that a person is needed to fulfil a certain role.  This decision would have been made by the Chief Executive Officer, in consultation with the Management Committee.

The Management Committee decides who should be on the selection committee.  Usually this would be the Chief Executive Officer, a representative of the Management Committee, maybe an employee, or a person with a disability, and/or another person with specific expertise.  There should be no less than three and more than five members on the selection committee.

The role of the selection committee is to 

· Design the selection process,  

· Develop the job description and person specification,

· Design questions for the interview and a process for assessment,

· Agree on their particular roles and parts in the process,

· Make a recommendation to the Management Committee about their choice.

One person must chair the selection committee and ensure that all members of the selection committee:

· Fully understand the selection process and their role in it,

· Take part in all stages of the process,

· Contribute effectively throughout the process,

· Are aware of all information gathered.

All selection committee members must commit to

· Participating in all stages of the selection process,

· Contribute effectively and constructively,

· Carry out their role to the best of their ability,

· Treat all information obtained as confidential.

5.  Designing the Selection Process 

The selection committee must meet and decide what selection methods will be used to measure the attributes required by each item on the person specification.

These methods will most often include an interview, the application letter, and work reports from previous employment.  Other methods may include an oral presentation about a case scenario, role play, problem solving exercises, and/ or examples of previous work.

The Selection Committee will develop a list of questions for the interview and agree on a way to evaluate the responses of the applicants in a consistent and fair manner.

6.  Job Descriptions for Volunteers

The importance of a job description for all volunteer positions cannot be over-emphasised, as it:

· raises the status of the volunteer,

· establishes the role of volunteers within the organisation and in regard to any employee,

· determines the parameters of the tasks and duties associated with the position,

· indicates the requirements of orientation and training programs for volunteers,

· can raise issues of Risk Management and Occupational Health and Safety, which may need to be addressed,

· provides the basis for review and for evaluation of performance,

· can be useful in the process of discipline and dismissal,

· defines the appropriateness of a job for volunteer,

· defines lines of accountability.

Job descriptions are developed and reviewed in consultation with employees and volunteers and with the Management Committee. This enables the process to be transparent and for everyone to have input from all interested employees. 

All job descriptions should contain the following: 

· job title (reflecting the essence of the position), 

· key purpose and responsibilities (outlines the main purpose and duties associated with the job), 

· skills, qualifications, qualities, and knowledge needed (special /desirable requirements), 

· when and where (location of the job, days and times), 

· orientation/training required (how long, whether a requirement), 

· benefits for the volunteer (eg. work as part of a team, develop skills, references),

· supervision and support /lines of responsibility (who manages and supports the volunteer), 

· review period (specify and briefly outline the time period a person’s performance will be appraised).

The job descriptions should be kept short and concise, while including all essential information.  A copy will be provided to the volunteer and the job descriptions will be discussed during the introductory interview with the volunteer, so that any questions can be answered. 

7.  Advertising and Late Applications

Positions for employees will be advertised unless they can be filled by existing employees.   Positions for volunteers are usually advertised in the relevant volunteer newsletters or on volunteer link web pages.

An advertisement for employment must include a statement that Disability Advocacy Complaints Service of South Australia is an equal opportunity employer and has an affirmative action policy for people with disabilities.
Advertisements for volunteers should include that Disability Advocacy and Complaints Service of South Australia has an affirmative action policy and welcomes people with disabilities. However, volunteers will not be required to go through the selection process unless there are more volunteers willing to fill a position.  
In addition the advertisements for employees should include a

· Brief description of the job advertised

· Salary level 
· Name of a contact person and the statement that intending applicants are encouraged to obtain further details of the position and a person specification from this person;

· Details of where to send the application to;

· Deadline for applications.

Should no suitable candidate emerge from the advertisement, a second advertisement should be placed, after the text has been rechecked and any appropriate changes have been made, agreed by the Management Committee.

Late Applications

It is up to the members of the Selection Committee to decide what to do with late applications.  The Selection Committee must consider the reasons given for a late application, and whether these were caused by reasons outside of the control of the applicant.

If the Contact Person receives a written request for an extension for the application deadline before the closing, then that is acceptable as long as the application arrives within the agreed time frame, and does not allow a significant advantage over the other applicants. 

8.  Shortlisting

All Selection Committee members will participate in the process of short listing.  This process should be guided by the job specification, that is the applicant’s responses should be assessed in regard to each of the person specification required skills, knowledge and experience.

Other important factors to consider are that 

· the reasons to eliminate an applicant are fair and justifiable;

· applicants from other States or rural and regional areas are not eliminated because of the travel costs; 

· people with disabilities are not eliminated because the workplace is not yet accessible.

Selection Committee members will not introduce new information about applicants, which is based on their personal judgment.  Any information provided must be based on factual information.  

All applicants must be informed at this stage that they were either unsuccessful or are invited to an interview.

9.  The Interview

Selection Committee members will meet before the interviews and agree on who is asking which question, and what the content of the response should include.

Before each interview Selection Committee members will prepare for the applicant, by familiarizing themselves with the skills, employment history, and qualifications of the applicant.  If one of the members want to ask a specific question arising from the application, they should discuss this before the interview.  Specific questions can also be asked during the interview, however, the line of questioning must avoid to create any advantage or disadvantage for any of the applicants.

Interviews can include role plays, oral presentations, or problem solving exercises.  Depending on the degree of preparation expected applicants must be informed at the appropriate time before the interview.  This may be at the time they are invited to attend an interview, or it may be that they are asked to work on a problem for a set time before the interview starts.

The process should be as transparent and fair as possible.

The applicant should be introduced to all Selection Committee members present at the interview and should receive information about their roles in the agency.

At the end of the interview the applicant should be given an opportunity to ask questions.  If the applicant has no more questions, he or she will be told when the Selection Committee will make the final decision.

After each interview those present at the interview should discuss the interview and assess the applicant’s performance in relation to the person specification.    

10.  Selection Process

All Selection Committee members present at the interviews must keep their notes and scores until they come together for the final selection.

If not already established, a final checklist to compare the applicants must be developed to ensure that members use the same methods and criteria in their decisions.

The choice of the final candidate must be based on the rating and the relative importance of essential items in the job specification.

After the final decision the Selection Committee should write a report for the Management Committee.  This report should include:

· Details about the position as advertised, when and where it was advertised;

· Members of the Selection Committee;

· Names of applicants not short listed, and the reasons why not;

· Comments on each of the short listed applicants;

· Recommendations and reasons;

· Any dissenting reports from individual members;

· Signatures of all Selection Committee members.

This report must go to the Management Committee, or the Executive, and they will agree to the choice and accept the recommendations of the Selection Committee.

Verification of information

Once the Committee and Board has made their final choice the information provided by the selected applicant must be verified by contacting the referees, or carrying out any other activity needed, such as a police check, or the obtaining of a medical certificate.

If there are no concerns emerging from these reports, the applicant should be offered the position.  If concerns emerge, the referees of the second most suitable applicant should be contacted, and if appropriate, the referees of the third applicant in line.

Should no clear leading applicant emerge, but there are two or three on almost equal level, referee checks can contribute to the final decision, if recommended by the Selection Committee.  In such circumstances the verification of information will take place before the Selection Committee makes a final recommendation.

11.  After the Selection

Once the applicant has agreed to accept the position, all the other unsuccessful applicants, who were interviewed, will need to be advised that the position has been filled.

If unsuccessful applicants wish to know why their application has not been successful the applicant will be advised as to the principal reason why she/he was not successful with their application.
12.  Confidentiality Agreement

All volunteers who come in contact with clients or client’s documentation must sign the confidentiality agreement all employees sign at the beginning of their employment or volunteer service.

13.  Retention of Documentation

All the information received and created during the selection process must be kept for two calendar years.  This information must be kept confidential, should be kept in a secure area, and only be accessible to authorized personnel. 
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