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This is the text version of the Fixed Term Vacancies: Decision Tree on WA.gov.au. 
Read Commissioner’s Instruction 49 on fixed term vacancies for more detail on the summary information below. All recruitment must be based on merit, equity and probity.
Step 1. Prioritise suitable employees and applicants
Consider existing agency workforce:
1. Suitable surplus employees
2. Suitable applicants in existing recruitment pools
· If an employee or applicant is identified, assess them. If found suitable, appoint[endnoteRef:1] them. [1:  Appoint: Appoint a suitable person from the highest applicable priority group to the vacancy.] 

· If an identified employee or applicant is assessed as not suitable, advise them of this and move to step 2.
Step 2. Determine appropriate market approach
Advertising[endnoteRef:2] is required unless one of the exceptional circumstances in the table below exists and can be justified[endnoteRef:3]. The table lists vacancy and employee related circumstances. [2:  Advertising: WA Government Jobs is the default advertising platform.]  [3:  Justified: Limited search methods may replace advertising when justified and an applicable circumstance exists. Agencies must document the decision and rationale. The existence of a circumstance alone may not be sufficient.] 

	Vacancy related circumstances 
	· Initial appointment is up to 12 months
For appointments over 12 months:
· Vacancy deemed a specialist position
· Advertised in the last 12 months for same vacancy and failed to find suitable person
· Government decision to in-source
· Vacancy in a region (except Peel)
· Vacancy is entry level at base grade
· Genuine occupational qualification specifically required (equal opportunity legislation)
See clause 8 of Commissioner’s Instruction 49 for more information on each circumstance.

	Employee related circumstances 
	· Meet agency diversity outcomes
· Same fixed term classification level
· Appoint part time employee to another vacancy at same/lower classification level
· Suitable applicant from another process in any agency for same/similar position (suitability list)
· Former public sector employee (last 24 months)
· External surplus employee being retrained in any agency
See clause 9 of Commissioner’s Instruction 49 for more information on each circumstance.


If one of these vacancy or employee related circumstances exist, limited search methods can be used to recruit[endnoteRef:4]. It is not mandatory to use limited search methods if a circumstance exists; advertising can be used.  [4:  Recruit: Agencies must assess individual merit and suitability of applicants identified through limited search methods and notify unsuccessful applicants of their right to lodge a breach of standard claim where eligible (check with HR).] 

This table describes the options for using advertising and limited search methods to identify applicants.
	Advertise[endnoteRef:5]  [5:  Advertise: Invite applications for the vacancy in a public sector notice. Advertising remains the primary sourcing method and must occur as soon as practicable after a clear vacancy arises, at minimum on the WA Government Jobs website. The advert must state the possibility of permanency for all fixed term vacancies (except specialist positions under Commissioner’s Instruction 33) when advertising/using limited search.] 

	· As soon as practicable after vacancy occurs
· On WA Government Jobs as a minimum

	Limited search methods 

	· Applicant initiated approach 
· Referral
· Use of a recruitment consultant
· Targeted advertising


Using either advertise and/or limited search methods, assess and select[endnoteRef:6] applicants identified and appoint[endnoteRef:7] to the vacancy. Record decisions and justifications for all recruitment processes. [6:  Assess and 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).]  [7:  Appoint: Appointment may occur only after resolving any breach claims. Agencies must obtain acceptance and required evidence including right‑to‑work verification.] 
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