
 
 
 
 
 
 
 

POLICY ON RECRUITMENT, SELECTION AND EMPLOYMENT PRACTICES 
 
1. Reflection Material 

 
1.1 All Hallows’ School Mission and Values 
1.2 All Hallows’ School Strategic Plan 

 
2. Rationale 

 
Employees and volunteers at All Hallows’ School (the school) form part of a 
community of professionals who share a commitment to learning and girls’ education. 
The school promotes a work environment and culture that supports our employees to 
be visionary in their approach and to nurture our students within a dynamic and 
holistic learning environment, inspiring young women to a life of faith, learning and 
leadership. 
 
The recruitment, selection, employment and onboarding, professional development 
and ongoing management of employees and volunteers is a critical responsibility of 
the school. The school is committed to upholding fair and just employment practices in 
keeping with the social justice teachings of the Catholic Church and the Fair Work 
System, including the National Employment Standards and related employment 
legislation. 

 
3. Definitions 

 
Employee is any person who is employed by the school, on a temporary, casual, part-
time, fixed term or continuing basis pursuant to a contract of employment. In this 
context, the term ‘employees’ does not include contractors. 
 
Enterprise Agreement is the Catholic Employing Authorities Single Enterprise 
Collective Agreement – Religious Institute Schools of Queensland 2023-2026, or its 
successor enterprise bargaining agreement. 
 
Fair Work System is the name used for the minimum employment laws and agency 
bodies that were created nationally by the Fair Work Act 2009. 

 
4. Scope 

 
This policy applies to all employees of the school. 

 



5. Policy 
 

5.1 All employees are required to support the ethos, mission and values of the 
school.  

 
5.2 As a key condition of employment at the school, employees must seek to 

understand and adhere to the Employee Code of Conduct that underpins the 
required conduct of employees in the school. 

 
5.3 The school supports the rights of children and young people and is committed to 

the safety, pastoral care and wellbeing of students and expects all employees to 
share this commitment.  

 
5.4 All candidates for employment at the school must undergo pre-employment 

checks including reference checks and the screening process relating to their 
suitability to work with children before their appointment to a position. 
Additionally, medical and criminal history checks and psychometric testing may 
be conducted. 

 
5.5 The school will select employees on merit using recruitment and selection 

procedures that consider relevant factors including, but not limited to: 
• the employee and volunteer’s suitability to undertake the role, their relevant 

qualifications, skills and prior experience.  
• privacy of information, anti-discrimination laws, matters relating to child 

safeguarding or protection and other relevant legislative requirements. 
 
5.6 All continuing positions will be advertised internally and/or externally except 

when: 
• due to legislation, there is a need to make a direct appointment for the vacant 

position. 
• unless the employee’s appointment is recommended to the Principal after a 

competitive recruitment or selection process that remains valid within a 12-
month period, and/or exceptional circumstances exist. 

 
5.7 To be considered for a teaching position at the school, applicants must be 

registered or be eligible for Teacher Registration with the Queensland College of 
Teachers. 

 
5.8 Applicants for all positions at the school must be legally eligible to work in 

Australia and have and maintain the appropriate clearances, qualifications or 
registrations required to perform the inherent functions. 

 
5.9 All employees will have access to a position description (also known as the duty 

statement) outlining the specific role and reporting responsibilities of their 
position and will be required to meet the terms and conditions of employment as 



outlined in their contract of employment.  
 
5.10 The position description and the employment contract will form the basis for the 

recruitment, employment, ongoing professional development, and performance 
management of the employee. 

 
5.11 It is an expectation that any conflict of interest is disclosed prior to the 

commencement of an interview process. A conflict may include;  
• a personal friendship or relationship with the candidate both in or outside the 

workplace. 
• a previous work history or employment relationship at any time prior to the 

process. 
• knowledge of the candidate through relatives or friends. 
• interaction with the candidate in a social setting. 

 
5.12 The school will use just and equitable employment practices that respect the 

rights and obligations of both employees and the school, as required under the 
Fair Work system and the Enterprise Agreement. 

 
5.13 The Principal or her delegate must authorise the appointment of all vacancies, 

and the approval will be forwarded to the Human Resources Team. 
 
6. Related Legislation, Policies, Guidelines and Procedures 

 
6.1 Catholic Employing Authorities Single Enterprise Collective Agreement Religious 

Institute Schools Queensland (2023 – 2026, or successor agreement) 
6.2   Employees Code of Conduct 
6.3   Volunteers and Other Personnel Code of Conduct 
6.4   Policy on Privacy  
6.5   Policy on Accreditation 
6.6   Policy on Diversity and Inclusion 
6.7   Fair Work Information Statement  
6.8   Age Discrimination Act 2004 (Cth)  
6.9   Anti-Discrimination Act 1991 (Qld)  
6.10      Child Protection Act 1999 (Qld)  
6.11   Child Protection Regulation 2011 (Qld)  
6.12   Disability Discrimination Act 1992  
6.13   Education (Accreditation of Non-State Schools) Act and Regulation (Qld)  
6.14   Education (General Provisions) Act 2006 (Qld)  
6.15   Education (General Provisions) Regulation 2017 (Qld),  
6.16   Education (Queensland College of Teachers) Act and Regulation 2005 (Qld) 

(QCT Act)  
6.17   Fair Work Act and Regulation 2009 (Cth)  
6.18   Fair Work Casual Employment Information Statement  
6.19   Human Rights and Equal Opportunity Commission Act 1986 (Cth)  

https://eb.qcec.catholic.edu.au/wp-content/uploads/2023/09/20230901-RIPJP-EB10-proposed-EA-Access-Period.pdf
https://eb.qcec.catholic.edu.au/wp-content/uploads/2023/09/20230901-RIPJP-EB10-proposed-EA-Access-Period.pdf
https://www.fairwork.gov.au/employment-conditions/information-statements/fair-work-information-statement
https://www.legislation.gov.au/C2004A01302/latest/text
https://www.legislation.qld.gov.au/view/pdf/inforce/current/act-1991-085
https://www.legislation.qld.gov.au/view/pdf/2005-04-29/act-1999-010
https://www.legislation.qld.gov.au/view/pdf/asmade/sl-2011-0245
https://www.legislation.gov.au/C2004A04426/2018-04-12/text
https://www.legislation.qld.gov.au/view/pdf/asmade/sl-2017-0197
https://www.legislation.qld.gov.au/view/pdf/inforce/current/act-2006-039
https://www.legislation.qld.gov.au/view/pdf/inforce/current/sl-2017-0161
https://www.legislation.qld.gov.au/view/pdf/inforce/current/act-2005-047
https://www.legislation.qld.gov.au/view/pdf/inforce/current/act-2005-047
https://www.legislation.gov.au/C2009A00028/latest/text
https://www.fairwork.gov.au/employment-conditions/information-statements/casual-employment-information-statement
https://www.legislation.gov.au/C2004A03366/2018-12-20/text


6.20   Privacy Act 1988 (Cth)  
6.21   Racial Discrimination Act 1975 (Cth)   
6.22    Sex Discrimination Act 1984  
6.23   Work Health and Safety Act and Regulation 2011 (Qld)  
6.24   Working with Children (Risk Management and Screening) Act 2000 and 

Regulation 2020 (Qld) (Working with Children Act)  
6.25   Secure Jobs, Better Pay Act 2022 
 

 
Date Approved 2008 
Date Reviewed 2013 
Date Reviewed 2018 
Date Reviewed 2023 
Date Reviewed 2024 
Next Review 2028 

 

https://www.legislation.gov.au/C2004A03712/latest/text
https://www.legislation.gov.au/C2004A00274/2014-01-01/text
https://www.legislation.gov.au/C2004A02868/latest/text
https://www.legislation.qld.gov.au/view/pdf/inforce/current/sl-2011-0240
https://www.legislation.qld.gov.au/view/pdf/inforce/current/sl-2020-0131
https://www.legislation.qld.gov.au/view/pdf/inforce/current/sl-2020-0131
https://www.legislation.gov.au/C2022A00079/latest/text
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