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POLICY:

Greystanes Disability Services (“Greystanes”) is committed to employing the most suitably qualified and
experienced people for each role. Greystanes seeks to ensure that all new employees meet its
professional and ethical standards of behaviour and act in accordance with its mission, vision and values.

Only the CEO has the right to hire and terminate the employment of employees.

The aim of this policy is to ensure a consistent, transparent and equitable process is used to select the
person whose abilities, qualifications and personal qualities best match those required for the job.

All aspects of the recruitment and selection process are confidential and the privacy of applicants must
be respected.

Advertising vacant positions shall be in keeping with relevant State and Federal legislation and recruiting
and selecting staff for any vacancies shall be on the basis of merit.

Greystanes termination process is consistent and compliant with the provisions of relevant legislation and
workplace agreements. Greystanes is committed to ensuring terminated employees receive all
entitlements when exiting the organisation.

NOTE:

The CEO is required to report to the Board, to provide details of employee complaints, discipline and
terminations, outlining the processes followed, for reporting purposes only, and to keep the Board abreast
of potential litigation by poorly performing employees.

SCOPE:

This policy applies to all people employed by Greystanes.

Recruitment. Selection & Termination Policv (08 25) Page 1 of 2



DEFINITIONS:

Conflict of Interest: May occur when a person in a decision making role, relating to recruitment, has an
interest in the outcome (separate from their professional role), and which may appear to an independent
observer to be sufficient to influence the objective exercise of his/her professional duties.

Constructive Dismissal: Deals with the behaviour and actions of management of Greystanes to force a
resignation by an employee or to suggest to the employee that a resignation is a preferred alternative to
dismissal/disciplinary actions.

Convenor: The person who heads the panel and prepares the documentation and/or reports.

Equitable: Open to all without systemic, hidden or apparent bias on the grounds of gender, rdace,
disability, sexuality, age, marital status, pregnancy, potential pregnancy, breastfeeding, religious belief,
medical record, irrelevant criminal record or trade union activity.

Orientation: The formal program of familiarising new employees to the organisation, their job, work unit
and their work environment. The program commences on day one for each new employee and should
include a formal orientation session as well as other planned strategies to familiarise the employee with
his/her job and with the total organisation.

Probationary Period: A period of mutual assessment during which a decision about the continuation of
employment can be made.

Recruitment: The process of attracting interest and applications for a vacant position in the organisation.
This process involves identifying the requirements to perform the duties of a position and advertising the
position in a manner to attract suitable applicants.

Selection: A process of choosing the best person for the vacant position. This process includes the short
listing of applicants for interview after discussion with the CEO, developing questions for the interview,
interviewing of applicants and selecting who should be offered the position based on merit.
Termination: Refers to the cessation of the employment contract through various means including,
resignation, retirement, dismissal, death, expiry of fixed term employment.

Unfair terminations: Are dismissals which are “’harsh, unjust or unreasonable’.

Unlawful terminations: Are dismissals which are contrary to legal obligation, i.e. the termination was
based on a proscribed ground under the Fair Work Act 2009, such as discrimination based on prohibited
grounds like sex or race.

LEGISLATIVE FRAMEWORK:

Fair Work Act 2009.

Equal Employment Opportunity Act 1987

Australian Community Industry Standard: 2018

NDIS Practice Standards: 2018 Quality and Safeguards Commission
Disability Discrimination Act 2010

Health Records and Information Privacy Act (2002)

Privacy and Personal Information Protection Act 1988

Work Health & Safety Act 2011
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