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This is the text version of the Backfilling Temporary Vacancies: Decision Tree on WA.gov.au. 
Read Commissioner’s Instruction 50 on backfilling temporary vacancies for more detail on the summary information below. All recruitment must be based on merit, equity and probity.
1. Appointments of up to 12 months
A. No advertising
· Agency employees or external people can be appointed without advertising if it is assessed they can discharge the requirements of the position[endnoteRef:1].  [1:  Position: Suitability requirements for backfilling temporary vacancies up to 12 months do not need to be the same as when appointing to permanent and fixed term vacancies. The person must be able to perform the duties.] 

· Appointments can be acting, secondment (of current employees) or fixed term arrangement (for external people).
B. Advertising
· Advertising may be used if a temporary appointment is not successful through option A or if the agency decides to move straight to advertising.
· The agency decides where and how widely to advertise.
Using either of these advertising options, assess and select[endnoteRef:2] applicants identified and appoint[endnoteRef:3] to the temporary vacancy. Record decisions for all recruitment processes. [2:  Select: Use an inclusive recruitment process to assess suitability and identify unsuccessful applicants. Agencies must advise unsuccessful applicants of their right to lodge a breach of standard claim where eligible (check with HR).]  [3:  Appoint: Select an employee for acting or secondment or appoint a person on a fixed term contract. Suitability requirements for temporary backfilling can differ from permanent processes but the person must be able to perform the duties.] 

2. Appointments of more than 12 months
Use the Fixed Term Vacancies: Decision Tree.
Agencies must state the possibility of permanency when advertising or use limited search methods for backfilling temporary vacancies for more than 12 months. Refer to the agency policy on backfilling.
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