Guidance Notes for September 2026 Recruitment Reporting: Tranche 1
These guidance notes support authorities to fill out the new recruitment reporting requirements.
Background
To ensure public sector recruitment is fit for purpose in a competitive labour market, a new approach to recruitment is effective from 1 July 2026. This approach streamlines public sector recruitment through updated standards that support the principles of merit, equity and probity; and promote stability and efficiency across the sector.
In keeping with functions under section 21A of the Public Sector Management Act 1994 (PSM Act), the Public Sector Commission issued 2 new recruitment and transfer standards in the form of 4 new and one amended Commissioner’s Instructions related to recruitment:
· Commissioner’s Instruction 12: Redeployment and Redundancy (amended)
· Commissioner’s Instruction 48: Recruitment, Selection and Appointment to Permanent Vacancies (new)
· Commissioner’s Instruction 49: Recruitment, Selection and Appointment to Fixed Term Vacancies (new)
· Commissioner’s Instruction 50: Backfilling Temporary Vacancies (new)
· Commissioner’s Instruction 51: Transfer Standard (new) 
Purpose of this collection
In alignment with changes to policy and recruitment systems across the sector, the Commission is introducing a new set of reporting measures to assess the sector’s alignment with the 5 core principles of:
Merit 		Are our decisions based on assessing the merit of the applicant?
Equity 	Are our recruitment practices fair in their context?
Probity 	Do our recruitment practices withstand scrutiny?
Stability 	Are our recruitment practices ensuring stable employment outcomes?
Efficiency 	Do our recruitment processes conclude within timeframes that are reasonable for the role, applicants and authority?
The information collected provides the Commission with oversight of sector recruitment activities and adherence to the Commissioner’s Instructions, breach of standards and policy instruments.
Timeline and reporting periods
Authorities report to the Commission in 6 monthly reference periods. 
Information is implemented and collected in 2 tranches:
· Tranche 1 – October 2026, March 2027  
· Tranches 1 and 2 – October 2027, March 2028, onwards  
	Date
	Reporting requirements

	July 2026 
	· Authorities start collecting and retaining recruitment related information for tranche 1.

	October 2026
	· Authorities report on tranche 1 information requirements.
· Submission covers information from 1 July to 30 September 2026.
· Collection is open from 6 to 15 October 2026

	March 2027
	· Authorities report on tranche 1 information requirements included in the March 2027 annual collection.  
· Submission covers information from 1 October 2026 to 31 March 2027. 

	July 2027
	· Authorities start collecting and retaining recruitment related information for tranche 2.

	October 2027
	· Authorities report on all information requirements (tranches 1 and 2).
· Submission covers information from 1 April to 30 September 2027 for tranche 1 and from 1 July to 30 September 2027 for tranche 2.

	March 2028
	· Authorities report on all information requirements (tranches 1 and 2) in the March 2028 annual collection. 
· Submission covers information from 1 October 2027 to 31 March 2028 for tranches 1 and 2.
· Reporting continues every March and September.





Who and what is being captured in the collection
Mandated recruitment reporting and any supporting collection apply to recruitment related activities undertaken by authorities as defined by the PSM Act:
· Departments (Section 35)
· Schedule 2 (SES organisations)
· Non-SES organisations
Schedule 1 entities as defined in the PSM Act are exempt from providing recruitment reporting information to the Commission.
Authorisation
The online submission is made with the approval of the head of your authority.
Data storage and management
Data storage through the online collection tool is compliant with the information security requirements AS ISO/IEC 27001:2022 – Information technology – Security techniques – Information security management systems – Requirements. 
Access to the system is managed by the Data Analytics and Technology Division at the Commission and roles are managed to ensure controlled access to data. The data is stored in Australia.
Using and sharing collected data
The information reported as part of this collection is provided to the Commission on the understanding that it may be shared solely for the purpose of reporting recruitment activity and outcomes in the WA public sector.
The data provides the Commission with information about adherence to public sector recruitment standards. 
The data and information provided may be published by the Commission as part of the annual State of the WA Government Sector Workforce report. 
In addition to annual reporting, data may also be used in responses to Parliamentary and other matters relevant to the functions of the Commission. 
From time to time there may be requests for information relating to data in this collection. The Commission considers these requests on an individual basis. Any personal data shared on this basis is de-identified for public use.
Guidance notes
This document contains all the questions and answer options for the October 2026 collection. 
Guidance notes are provided below the question where needed to help authorities prepare its response. The notes also help with gathering the required information and approvals ahead of completing the submission online.  
Guidance notes are being provided for the March 2027 submission in the 2027 Annual Collection guidance notes.
Reporting tool
The submission must be made online.  
When the collection is opened, the authority receives a link to complete the annual collection online. This link is unique to your authority and should not be shared with others. 
The link may be shared in your authority, recognising that different users may need to complete and review responses before submission. While users may collaborate to complete your submission, it is recommended that only one user accesses the tool at any one time to ensure responses are saved correctly.
Your submission may be completed in multiple sittings. Responses are automatically saved when you click the Next or Previous button at the bottom of each page. If you cannot locate the Next button on any page, scroll down until it is visible. 
Navigating the online reporting tool
A table of contents panel on the lefthand side of the screen can be expanded or minimised by selecting the 3 bars icon. [image: A purple and white striped symbol

Description automatically generated] 
Depending on your responses, you may skip some questions or be asked to complete additional information. 
As you complete each section a tick appears. You can navigate back to previously answered questions at any time using the table of contents. 
Take care to provide accurate information and ensure all reporting requirements are met. 
All sections of the collection must have a tick before you submit the survey.  
Contact
If you have any questions or experience technical issues, email collections@psc.wa.gov.au.


Definitions
	Term
	Definition

	Acting
	Direction or agreement with an employee to temporarily perform the functions and duties of another office, post or position which is vacant, whether temporarily or permanently, and which does not alter the employee's underlying employment status.

	Advertising
	Invitation included in a public sector notice for people to apply for a vacancy.

	Appointment
	Act of assigning a suitable applicant to a vacancy.

	Applicant
	Person being considered to fill a vacancy. 

	Applicant initiated approach
	Approach to a public sector body from a person seeking employment opportunities.

	Backfill
	Filling for a fixed period a position that has a current occupant who is temporarily absent, on leave or assigned elsewhere.

	Fixed term
	Appointment for a specific term up to 5 years.

	Fixed term vacancy
	Vacancy that is for a finite period and does not have a substantive occupant.

	Limited search
	Recruitment directed towards identifying applicants and involves one or more of the following methods:
· Applicant initiated approach
· Referral
· Use of a recruitment consultant
· Targeted advertising

	Permanent vacancy
	Position that is ongoing and does not have a substantive occupant. 

	Recruitment
	Act of searching for and identifying applicants.

	Recruitment consultant
	Company/organisation that undertakes applicant search engaged under a contract for service through a Common Use Arrangement.

	Recruitment pool
	Collection of suitable applicants maintained by a public sector body to fill future vacancies and operates: 
· in an individual authority or is shared between multiple authorities and 
· for an ongoing period or a period that is specified.
An open pool has no fixed closing date as suitability requirements are less likely to change over time. Suitable applicants may be identified often and added to the pool while it remains active.
A closed pool is a pool that has exhausted the list of people found suitable in the pool recruitment process, that has expired past its close date or has been closed by authority decision.

	Referral
	Act of providing the details of an applicant or applicants following a request from a hiring manager.

	Shared pool
	Formed by 2 or more authorities, with the pool of people assessed as being suitable for appointment.

	Successful applicant
	Suitable applicant to be offered an appointment to the vacancy.

	Surplus employees
	Registrable and registered employees as defined in section 94(1A) (a), (b) and (c) of the PSM Act.

	Targeted advertising
	Advertising to a limited group of people.

	Temporary fill
	Filling a permanent or fixed position that is currently vacant for a fixed period. 

	Time to hire
	Calculated as the number of calendar days between the approval of a request to fill process or equivalent, and completion of the merit based selection process.

	Vacancy
	Vacant office, post or position whether on a temporary or permanent basis.
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September 2026 collection – Tranche 1
Section A: Vacancies Filled
Section guidance notes
Count filling a vacancy as any instance of filling. This includes all occasions where the same position is filled again, whether substantively or temporarily, if it becomes vacant during the reference period.
A1. How many permanent vacancies were filled at your authority in the period 1 July 2026 to 30 September 2026?
Total number of permanent vacancies filled (if none, enter ‘0’)      
Guidance notes
Include the number of appointments to any position that is ongoing and does not have a substantive occupant in the reference period. 
A2. For the [answer from A1] permanent vacancies filled, what was the process used to fill these vacancies? (if none, enter ‘0’) 
	Process to fill vacancies
	Number of permanent vacancies filled

	1. General advertising
	

	2. Limited search
	





 
Guidance notes
The total number entered in this question should not be greater than the answer to question A1.



A3. How many fixed term vacancies were filled at your authority in the period 1 July 2026 to 30 September 2026?
Total number of fixed term vacancies filled (if none, enter ‘0’)      
Guidance notes
Include the number of appointments to any position that is for a specific term of up to 5 years and does not have a substantive occupant in the reference period. 
A4. For the [answer from A3] fixed term vacancies filled, what was the process used to fill these vacancies? (if none, enter ‘0’) 
	Process to fill vacancies
	Number of fixed term vacancies filled

	1. General advertising
	

	2. Limited search
	





 
Guidance notes
The total entered in this question should not be greater than the answer to question A3.
A5. How many surplus employees are at your authority at 30 September 2026?
Total number of surplus employees (if none, enter ‘0’)      
Guidance notes
Count any registrable and registered employees as defined in section 94(1A) (a), (b) and (c) of the PSM Act as surplus employee on 30 September 2026.


Section B: Time to hire
Section guidance notes
Time to hire is defined as the number of calendar days between approval of a request to fill process or equivalent and completion of the merit based selection process. The completion of the merit based selection process can be defined as the generation of the final selection report or the completion of an individual assessment of merit.
A recruitment process is considered complete when the vacancy has been filled (that is, when an offer has been accepted by a suitable applicant). The successful applicant does not need to have commenced in the position for the recruitment process to be considered complete.
Only include recruitment processes which ended in the reference period. If the process for filling a vacancy is still open at the end of the reference period, do not include it in time to hire calculations.
Time to hire should be measured based on the recruitment method that resulted in the position being filled. For example, if a role was initially advertised through general advertising but did not attract a suitable candidate and was later filled through a limited search process, then the time to hire should be reported against limited search questions.
Exclude pool recruitment processes from time to hire calculations.
When calculating time to hire include the start date and end date in the count. The time to hire for a process that started and ended on the same day would be 1 day.
Questions below ask for the average of all vacancies that are filled. Calculate the time to hire individually for each vacancy and then apply an average by dividing the total time to hire by the number of vacancies filled in this way. This should be entered as a number of days with up to 2 decimal places.


B1. What is the average time to hire for permanent and fixed term vacancies filled using general advertising at your authority for the period 1 July to 30 September 2026?
Average time to hire for permanent and fixed term vacancies filled using general advertising (if none, enter ‘0’)      
Guidance notes
Only include recruitment processes which used general advertising to recruit the successful applicant, and which the successful applicant has accepted the offer to fill the vacancy. The completion of the merit based selection process for general advertising is usually the generation of the final selection report.
B2. What is the average time to hire for permanent and fixed term vacancies filled using a limited search method at your authority for the period 1 July to 30 September 2026?
Average time to hire for permanent and fixed term vacancies filled using limited search (if none, enter ‘0’)      
Guidance notes
Only include recruitment processes which used a limited search method to recruit the successful applicant, and which the successful applicant has accepted the offer to fill the vacancy. The completion of the merit based selection process for limited search is usually the generation of an individual assessment of merit.

Section C: Backfilling and temporary filling 
Section guidance notes
When considering backfilling and temporary filling questions, the following are included: 
· acting situations including higher duties
· fixed term contracts 
· secondments
Backfilling and temporary filling exclude temporary special allowances.
C1. How many substantively occupied positions have been backfilled for 12 months or more at 30 September 2026
Total occupied positions that have been backfilled for 12 months or more (if none, enter ‘0’)      
Guidance notes
Backfilling is filling a permanent or fixed term position that has a current occupant who is temporarily absent, on leave or assigned elsewhere for a fixed period (that is, the position is substantively occupied by another employee).
Backfilling should only be counted if the position is otherwise substantively occupied.
Include any currently backfilled position at 30 September 2026 if it has been continuously occupied with no breaks in the backfilled period for 12 months or more by the same employee.


C2. How many vacant positions have been temporarily filled for 12 months or more at 30 September 2026? 
Total vacant positions that have been temporarily filled for 12 months or more (if none, enter ‘0’)      
Guidance notes
Temporary filling is filling a permanent or fixed position that is currently vacant for a fixed period (that is, the position is substantively vacant). For example, to fill a position temporarily while it is advertised. 
Temporary filling should only be counted if the position is otherwise substantively vacant.
Include any currently temporary filled position at 30 September 2026 if it has been continuously occupied with no breaks in the filled period for 12 months or more by the same employee.


Section D: Pool Management
Section guidance notes
Exclude lists of suitable applicants from previous recruitment processes available to your authority.
D1. How many pools were established at your authority in the period 1 July to 30 September 2026?
Number of active pools (if none, enter ‘0’)      
Guidance notes
Include only pools established after the start of the reference period (inclusive). 
When counting the number of established pools include any shared pools your authority is part of. 
Given the following pools, and the reference period 1 July to 30 September 2026:
· Pool A was opened 1 June 2026 and closed 1 October 2026
Pool A is not counted as it was established before the reference period.
· Pool B was opened 1 July 2026 and closed 1 September 2026
Pool B is counted as it was established during the reference period.
· Pool C was opened 1 July 2026 and closed 1 October 2026
Pool C is counted as it was established during the reference period.
D2. How many pools were closed due to the pool being exhausted at your authority in the period 1 July to 30 September 2026?
Number of pools closed due to pool being exhausted (if none, enter ‘0’)      
Guidance notes
Include only pools that were closed during the reference period (inclusive). A pool is considered closed when no further offers are to be made to suitable applicants in the pool.
A pool is exhausted when it: 
· runs out of suitable applicants or
· closes on a pre-defined closing date.

Submitting your response
	[bookmark: _Hlk153443728]Details of the officer submitting the collection

	Name
	     

	Position
	[bookmark: Text4]     

	Email
	[bookmark: Text5]     

	Telephone
	[bookmark: Text6]     


Authorisation
[bookmark: _Hlk156489775]To review your responses and data before submitting, use the table of contents menu. If you click Submit and proceed to the next page, you cannot go back and edit your responses. 
By clicking the Submit button and finalising your submission you are confirming the data is current and accurate, and your responses have been approved by the head of your authority.
Once you click the Submit button you are taken to a summary of your finalised responses and can download a PDF version. It is strongly recommended that you download a PDF of your responses and file it for record keeping purposes.
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