
Appointments Policy and Procedure 

Policy  

1. To assist in the appointment of quality staff to any vacancy which may arise, the Principal 

needs to ensure appropriate appointment committees are formed. Appointment committees 

will be established according to the schedule outlined below: 

a. Appointment of the Principal is the responsibility of the Board which will determine the 

process. 

b. Appointment of the Deputy and Assistant Principal will generally involve the Principal and 

the Board Chair (or delegate) who will create an appointment committee.  

c. Appointment of Heads of Departments will generally involve an appointment committee 

comprising the Principal, Board Chair (or delegate) and subject specialist.  

d. Unless determined otherwise by the Board, appointment of all other teachers, part time 

teachers, long term relieving teachers, and non-teaching staff will be the responsibility of 

the Principal.   

2. Follow the School’s Appointment Procedure, ensuring equal employment opportunities are 

considered.  

 

Procedure 

1. Determine the appropriate type of appointment in terms of staffing and financial resources 

available.  

2. Ensure the job description is up to date. 

3. Form an appointments committee. 

4. Determine a timeline including advertising, deadline for applications, date for short-listing 

meeting, interview dates, reference checking, date for selection meeting, negotiation with 

preferred candidate. 

5. Create an application pack.  

6. Identify and eliminate practices which may unwittingly place any person or group at a 

disadvantage in terms of selection.  

7. Advertise. 

8. Hold a short-listing meeting, which will include agreement on interview protocol – including 

questions related to job description and assessment criteria (same set of core questions for 

all candidates).  

9. Advise applicants who have not been shortlisted. 

10. Advise applicants who have been shortlisted and ascertain availability for interview. 

11. Conduct interviews. 

12. Police vetting checks. 

13. Seek references from nominated referees for preferred candidate(s). Check publicly available 

information on preferred candidate(s). 

14. Make an informal verbal offer if there is a preferred candidate. If there is no preferred 

candidate consider re-advertising. 

15. Make formal offer. 

16. Confirm offer in specified time frame. 

17. Advise unsuccessful shortlisted applicants. 

18. Announce the appointment after the new staff member’s contract has been signed. 

 

Revised December 2015  

Community Consultation January 2016 

Review May 2018 

 


