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Note ‘day’ = working day

Personnel Services 


Interview process approved and Chair advised (email)  within 4 days


Forwards Recommendation to Appoint (Part C, Form 9.03a) to:


1. PVC (A) (if probation to be waived)


2. Vice-Chancellor


Emails Chair to confirm report sent to V-C














Personnel Services 


Shortlisting process approved and Chair advised (email)  within 4 days


Referees contacted to obtain referees reports 


Videoconferencing set up through TLC (Form 9.06d)


Shortlisted applicants advised of interview details


Confirm details with Committee members


Organise applicant travel to and from Armidale and accommodation in Armidale 


Available referees reports sent to Chair 








VICE-CHANCELLOR’S OFFICE 


Contacts Chair with details of approval and/or comments


























Chair verbally informs unsuccessful applicants and provides feedback











Once approved 


Contacts successful applicants and informs them that offer will be forthcoming











VC/DEAN/DIRECTOR


Establishes the Position (Form 7.02a)











FACULTY


Prepare the draft advertisement (Form 9.02b) and additional information to market the position


Establish the Selection Committee (Form 9.06a)


Complete Request to Advertise (Form 9.02a)


Set Shortlisting date (two weeks after closing date) and confirm selection committee availability (Form 9.06a)


Set interview date (refer box on left) (Form 9.06a)


Target potential female applicants





Chair of Selection  Committee (or Nominee)


Collects position package from Personnel Services


Copy papers  and provide to committee members 








Position Package Contents


Confidentiality statement


Selection Policy & procedure 9.03


Selection Process Flowchart 9.03Z


Advertisement


Selection criteria


Any additional information


EEO Policy


All applications


Immigration Info for Level A appointments








Setting Interview Dates


For Australian  candidates allow  three (3) weeks from shortlisting 


When international candidates involved allow five (5) weeks from shortlisting





Seminars


Academic staff may provide feedback to selection committee





Chair of Selection Committee


Prepares Interview Report and sends to Personnel Services (Part B Form 9.03a)


Sends Report to Personnel Services





Chair of Selection Committee


Contacts successful applicant/s and informs them that an offer will be forthcoming 


Verbally informs unsuccessful applicants and provides feedback


Documentation and applications to be destroyed





SELECTION COMMITTEE 


Copy and distribute referees reports (Chair or nominee)


Following consideration of the referees‘ reports - may meet prior to interviews


Conduct interviews


Agree  on appointability & ranking


Decide salary level and probation criteria











Chair of Selection Committee


Contacts successful applicant/s and informs them that an offer will be forthcoming


Verbally informs unsuccessful applicants and provides feedback


Documentation and applications to be destroyed


























Chair verbally informs unsuccessful applicants and provides feedback











Once approved 


Contacts successful applicants and informs them that offer will be forthcoming











Shortlisting 


Sub-committee determines shortlist 


Shortlisting Report prepared by Chair and sent to Personnel Services  (Part A, Form 9.03a)

















University of New England


Head of School/nominee liaises with new appointee re accommodation and orientation matters


Personnel Services continue to provide support i.e. travel and removal, general information, HR Induction  etc.























Chair verbally informs unsuccessful applicants and provides feedback











Once approved 


Contacts successful applicants and informs them that offer will be forthcoming











Offer package


Letter of offer


Accademic staff  Enterprise Agreement


Commencement Form 10.01a


Salary Disbursement Form 12.43a 


EEO survey 


Tax Form 


Travel/Removal Policy 10.09 


Transit Insurance Form 10.08a


Probation Policy 10.04


HR Privacy Guidelines 1.12


Parking Booklet


Code of Conduct 17.01


UNE & Armidale Brochures


Maps





Approval to Appoint Contents


Approval to Appoint (Part C, Form 9.03a)


Interview Report


Shortlisting Report


Relevant correspondence pertaining to position


Applications for all appointable candidates


Referees Reports


Advertisement


Selection Criteria


Request to Advertise





Personnel Services


Concept HRIS updated with new staff member details


Recruitment process closed in HRIS and hard copy details retained for two years























Chair verbally informs unsuccessful applicants and provides feedback











Once approved 


Contacts successful applicants and informs them that offer will be forthcoming








Personnel Services


Upon receipt of approval to appoint from V-C: Part C Form 9.03a


Letter of Offer signed by Director


Offer package sent to successful applicant/s;


Email sent to chair & supervisor with letter of offer & feedback form attached.


Advise Chair when offer accepted (or declined)


If first ranked applicant declines, offer sent to next ranked applicant


Staff Personnel File created


Unsuccessful interviewed applicants advised in writing 





(For new appointees who are non-Australian residents) 


Upon acceptance of offer, immigration process commenced 


Employer nomination (UNE) – Head Of School and nominee informed when approved


Visa application (actioned by appointee) monitored and followed up by Personnel Services











Personnel Services


Advertises the position


Receives and  acknowledges applications 


Prepares position package for the chair.  Available for collection 12 noon  Wednesday after closing date  























New Staff Member


After commencement attends formal induction program (hosted by Organisational Development)


























Chair verbally informs unsuccessful applicants and provides feedback











Once approved 


Contacts successful applicants and informs them that offer will be forthcoming











School


Advises school staff of seminar details


Arranges local transport


Make catering arrangements
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