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[bookmark: _Toc491513316][bookmark: _Toc524691632]Staff Recruitment Checklist
[bookmark: _Hlk2252549]This form is used as a checklist to assist in the process of recruitment and selection. It should be used in conjunction with the other NZSTA recruitment resources. For advice specific to your situation contact 0800 782 435 (Option 2). 

	POSITION
	

	COLLECTIVE AGREEMENT COVERED BY
	

	DATE POSITION TO BE FILLED BY:
	

	APPLICANT CONTACT PERSON: 
	

	[bookmark: _Toc491513317]STEP 1: Plan and Prepare
	Responsibility of:
	Date

	 Initial information gathering 
· [bookmark: _Hlk1990569]Read the recruitment articles in NZSTA’s Resource Centre.   
· Check the board appointment policy. Ensure appropriate approval has been granted based on delegations detailed in appointment policy.
· Determine the requirements for the position, e.g. is this an existing position which needs to be replaced or a new position. Is it permanent, fixed term, casual, full time or part-time?
· Note: if the position is potentially fixed term you need to review fixed term appointment information in NZSTA’s Resource Centre and contact NZSTA for advice on drafting the letter of offer and genuine reason based on reasonable grounds for the fixed term.
· Update/generate position description
· Start developing an induction plan to be ready for when the employee starts
· Review which employment agreement the position falls under and the advertising requirements for this position. Identify best options for advertising: eg. Education Gazette, Seek, Trademe Jobs, local newspaper, school newsletter, facebook and notice board etc.
· Determine appropriate members to be on the selection panel ensuring compliance with the appointment policy.
	
	

	Selection panel meets to determine:
· Process and roles of the selection panel
· Selection criteria for the role
· Interview questions
· Who is the applicant liaison person?
· What is the interview process/structure? (i.e. presentation, behavioural questions, any testing in literacy/numeracy)
	
	

	[bookmark: _Toc491513318]Prepare application information for applicants:
· School information (could include introductory letter, charter, strategic plan, school profile, annual report, ERO review, local information, applicant liaison, code of conduct)
· Application Form (template available in the NZSTA resource centre)
· Position description/person specification
· Timeline and process
	
	

	Write advertisement based on selection criteria and school profile
	
	

	Define systems for: 
· Maintaining a register of applicants
· Process for receiving applications
· Staying in communication with applicants
· Confidentially handling applications
· Arranging for school visits, if requested
· Notification for un/successful candidates
	
	

	Advertisement sent to the Education Gazette, and/or other advertising options
	
	


	STEP 2: Shortlisting
	Responsibility of:
	Date

	Selection panel members individually review applications and identify their preferred candidates for shortlisting using the selection criteria and a shortlisting matrix (template available in NZSTA’s Resource Centre). 
	
	

	Some schools carry out first stage reference checks to help narrow down the candidates for interview. Note: this does not replace the need for reference checking after the interview to verify information with the referees. If referee checking pre-interview, let the referee know you may call them back following an interview. 
	
	

	Schools may choose to carry out short phone screening with applicants prior to shortlisting, if appropriate to the position.
Note - Phone screening can include questions such as “Why are you interested in this position?”, “Tell me about your relevant experience” and “I’ve noticed you’ve worked in several schools over the last few years, can you tell me more about this?”. It can be useful to check details and narrow down the list of candidates whose CV’s and cover letters look good on paper. Current notice period, eligibility to work in New Zealand, any gaps in work history and salary expectations may also be covered. A phone screen is often used to assess who will go through to the face-to-face interview stage. Phone screening should all be done by the same person.
	
	

	Unsuccessful (non-shortlisted) applicants advised.
	
	

	Contact shortlisted applicants to arrange an interview:
· include date, time, location, information regarding support people and format of interviews
· advise applicants to bring the required Primary and Secondary identity documents, and original qualification documents (if required) to the interview for the identity checking requirement of the Children’s Act
Confirm in an email.
	
	

	STEP 3: Interview
	Responsibility of:
	Date

	When the applicant comes to the interview: 
1. If a non-teaching position, have the applicant fill out a request and consent form for police vetting (this is to be submitted after interview for preferred candidate/s)
2. Carry out identity checking: originals of Primary and Secondary identity documents are sighted, copies made, and note confirmation on the copy that the originals have been sighted. One identity document must be a photo ID.  
Original qualifications sighted and copies made (or permission sought to contact educational institute to verify)
	
	

	Carry out interviews with the delegated panel (template available in NZSTA’s Resource Centre).
	
	

	STEP 4:  Final safety checks 
	Responsibility of:
	Date

	View the Safety Checking article in NZSTA’s Resource Centre. 
	
	

	Ensure all safety checks are completed after the interview.
	
	

	[bookmark: _Toc491513321]Complete reference checks on preferred candidate/s following the interview.
Use the reference matrix and guidance available in NZSTA’s Resource Centre. Conduct at least 2, preferably 3 reference checks in total on all candidates who are still under consideration. Ensure the most recent employer is one of the referees before any appointment is made. 
The reference check is an extension of the interview and should include questions based on the selection criteria, any potential areas of concern picked up in the interview and questions related to child safety.
	
	

	For teachers: ensure they have a current practising certificate and check the register (which means police vetting has been completed).
	
	

	[bookmark: _Toc491513323]For non-teaching positions: submit the police vetting request and consent form obtained at the time of interview.  
You should not make any offer to a candidate before a satisfactory police vet report has been received by the school.
Note:  No one can start work at the school before that report is received. 
· If a police vet returns an offense specified under the Children’s Act (2014), the person cannot be employed as a core children’s worker.
·  If the police vet returns another result (e.g. common assault, driving offense, drug offenses, etc.) the school determines how to use this information and will need to conduct a risk assessment. 
· Contact NZSTA’s Advisory and Support Centre on 0800 782 435 (Option #2) for further advice in either instance before taking any action or decision.
	
	

	STEP 5: Making the appointment decision
	Responsibility of:
	Date

	Ensure all reference checks and safety checks are completed. Feed any relevant information back to panel and incorporate in decision-making process
	
	

	Appointment decision made (by consensus preferable).  A matrix template is available in NZSTA’s Resource Centre.
	
	

	If no suitable applicant, do not appoint. Seek advice from NZSTA on re-advertising the position, and/or appointing a fixed-term employee into the role while the recruitment process is in progress. 
For information on Ministry of Education initiatives regarding teacher supply issues click here.  
	
	

	Draft letter of offer using the NZSTA templates available in NZSTA’s Resource Centre. 
If fixed term: The school’s insurer requires schools to contact either NZSTA or their own employment lawyer prior to offering a fixed term agreement or their insurance could be void of cover if a grievance is raised.
For NZSTA review, send to eradvice@nzsta.org.nz  and allow at least 2 working days to receive feedback. 
	
	

	Once police vet and safety checks are completed, advise successful candidate verbally. Seek verbal confirmation (ideally) that they accept the position. 
Send letter of offer to successful candidate.
Determine how and when the announcement will be made of the new appointment. Ensure this remains confidential until unsuccessful candidates have been notified. 
	
	

	Once the signed letter of offer has been returned:
Advise unsuccessful applicants 
Any unsuccessful internal applicants should be advised face-to-face.
Once the process is completed, destroy materials from unsuccessful applicants and discard any materials from the process. The final scoring matrix can be kept on file for 6 months following the process. 
If unsuccessful applicants request feedback, seek NZSTA advice about how best to do this.
Keep all application information for successful applicant and store securely on personal file.
	
	

	Advise staff and school community of appointment, as required.
	
	

	STEP 6: New staff member begins - Induction
	Responsibility of:
	Date

	Start personal file for the new staff member
	
	

	Induction plan put into place
	
	

	Process payroll documents IRD, EdPayroll and KiwiSaver, personal details form
	
	





For the first 30 days after a new employee commences employment with the employer, the employee’s terms and conditions of employment comprise—
(a) the terms and conditions in the collective agreement that would bind the employee if the employee were a member of the union (other than any bargaining fee payable under Part 6B); and
(b) any additional terms and conditions mutually agreed to by the employee and employer that are no less favourable to the employee than the terms and conditions in the collective agreement. (s 62, cl 3 of the Employment Relations Act 2000)

 Employers are required to do the following:

0. provide the following form within the first 10 days of employment and return 	the form to the union unless the employee objects (Section 62A(2)-(3)) 	Form for employees to indicate if they intend to join a union [PDF 230KB]
0. read: Guidance for employers in providing the form to new employees [PDF 235KB] 
0. provide sufficient information about unions to prospective employees and a 	copy of the relevant Collective Agreement for the job/position title. 
Be aware that if a new employee wants to remain covered by the Collective Agreement, they will need to join the relevant union and/or confirm their union membership.


Required documents for personal file 
· Copies of identity documents
· Application form *
· Signed letter of offer * 
· Individual Employment Agreement (if a non-union member) 
· Tax Declaration
· Copies of qualifications
· Superannuation Form/Kiwisaver
· Teacher certification
· Personal file checklist cover sheet *
· Summary of employment details *
· Personal details form *
* NZSTA templates available
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