CAROLINE SPRINGS GEORGE CROSS FC — RECRUITMENT & INDUCTION POLICY

1. Purpose

Recruiting and selecting suitable employees & volunteers who possess the necessary skills, abilities and experience is
integral to the success of the club.

This policy will provide a clear framework for recruiting appropriately skilled, qualified, and experienced staff in a
transparent process to ensure that the process is consistent, appropriate, and free from discrimination or bias.

All candidates will be provided with equal opportunity for consideration, with the club being committed to
appointing the most suitable person based on individual merit.

2. Child Safe Recruitment
The club is committed to protecting children, young and/or vulnerable people from harm.

The club will take all reasonable steps in ensuring prospective employees are suitable to work with children, young
and/or vulnerable people through conducting reference checks, sighting, verifying and linking a valid employee/paid
Working with Children Check or state equivalent and police checks (where relevant). No ‘prohibited person’ will be
considered for a role within the club.

3. Procedure

The board/appointed recruitment manager will comply with the following procedures when recruiting for a paid role
at the club

e Signed approval from the executive committee to recruit for the role

e Create, review or update the position description and position advertisement, ensuring inclusive language is
used Advertise the opportunity publicly.

e Ensure confidentiality is kept for all applicants.

e Ensure information that is provided to applicants are consistent and made available in a range of formats.

a. Advertising

The advertisement will contain the title of the position and a list of responsibilities and/or key priorities. If there
is a position description or selection criteria to be applied, the advertisement should refer to this. The
advertisement should specify what information the applicant should include with their application (e.g., resume,
academic record, licences, criteria to be addressed in the application, other) and the closing date for applications.

To increase the prospect of a diverse range of applicants, each advertisement will state that people from diverse
backgrounds are encouraged to apply.

All available roles within the club must be advertised on the club website for a minimum of 2 weeks. The job can
also be advertised on other job portals such as SEEK.com.au, Sportspeople.com and Indeed, internal club portals
Stack Team APP etc.

b. Shortlisting

The board/appointed recruitment manager is responsible for shortlisting based on who best addresses the
requirements/criteria of the position, consistent with the Merit Principle. Details should be recorded as to why
each applicant was or was not successful in progressing.



The club aims to ensure that all applicants being considered for employment are not unlawfully discriminated
against on the grounds of any of the protected attributes referred to in equal opportunity laws.

c. Assessment and Selection

The assessment and selection methods used, including consistent interview questions, tests, and activities, must
be fair and related to job criteria. Should there be any queries in a candidate’s application, supplementary
guestions may be asked to clarify. If the club is unable to sponsor candidates, they may only select applicants
who have full working rights within Australia.

As a best practice approach, it is recommended that roles require at least a two round interview process.
Wherever possible, the interview panel will comprise of at least two people and will be gender balanced and
culturally diverse. The interview panel will be required to record feedback on each candidate interviewed, which
will provide a basis on whether a candidate is successful or unsuccessful in progressing to the next stage of the
recruitment process.

Interview questions must be objective and enable candidates to demonstrate how their knowledge and
experience meet the key elements of the job. Assessment of candidates with a disability should be based on
their performance after reasonable adjustments have been made or specialist equipment provided.

After interviews have been conducted, the interview panel will consider all responses from each candidate,
address inconsistencies in rankings from each panellist, and select the most suitable candidate/s to proceed with
the next stage of the process.

All documentation will be retained by the club at the end of the selection process.

3 d. Reference Checks, Working with Children and Police Checks

The club will conduct relevant reference checks for the final candidates (minimum 2 professional references per
candidate). Detailed notes are to be documented for each reference check and records are to be kept. And
Updated WWCC must be held.

d. Job Offer

An offer of employment will be made when the selection process is complete, and the preferred candidate has
been identified.

The preferred candidate will be contacted with an offer for the role, at which point contract terms will be
discussed and agreed before a contract is issued and executed. The candidate will confirm or decline the role.

The successful candidate should not commence in a position until the offer of employment has been formally
accepted (electronic signing of the contract) and the relevant pre-employment checks are completed (e.g.,
Paid/employee Working with Children Check or state equivalent and Police Check where relevant).

e. Feedback

The club will endeavour to provide feedback to all applicants as soon as possible after the role has been accepted
and the contract has been executed by both parties.

5. Onboarding

All new employees will be onboarded by an appropriate staff member or a board member. This may include
involvement in introductory meetings with staff members , volunteers , providing access to required technology,
logins and access and attendance at the club’s induction session .



