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Welcome!
You have joined the MPB training
Program
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Traditional Owners
•Today, I would like to acknowledge the

traditional owners, and pay my respects to
their elders past and present and to their
emerging leaders.
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1

Working with ZOOM
• Rename yourself so we can mark the roll
• Outline of the program – 3 breakout sessions and
a screen break

• Microphones on mute please
• Asking questions ‐ the chat function
• Break out rooms – you will be assigned to these
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Before we start …..

Poll 1.

• Your role in a school
• Your experience on a selection panel
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Program Outline

• Session 1:
• Legislative Frameworks
Screen break 15 minutes

•Session 2:
•Your role in the Selection Process
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About the MPB
• Hear reviews and appeals of decisions made under the

Education and Training Reform Act 2006 – selection and
personal

• Provide an avenue to test the integrity of actions taken and
decisions made by all employees

• The MPB is independent and has a key responsibility in

assisting DET meet its legislative requirements in relation to the
management of employees

• Provide training to DET employees
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3

Purpose of the Program

• Encourage consistent and fair recruitment and
selection practices

• To meet a compliance threshold for Selection
panels
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What do you want from the Program
Breakout Rooms
10 minutes

Introduction – Name and location. Have you
been on a panel before?
As a group, agree on 2 issues you want us to
cover for the day
Nominate someone to share these when you
return to the main session
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4

Fact or Fiction

Poll 2.
Multiple choice questions based on “real life”
examples
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Legislative Framework for Decision Making

Public
Administration Act
2004
Equal Opportunity
Act 2010
Education and
Training Reform
Act 2006
Fair Work Act 2009
10

5

Procedural Fairness
Fair Work Act 2009, Section 3 (e)

• Enabling fairness and representation at work:
• be represented
• protection against unfair treatment and
discrimination
• accessible and effective procedures to resolve
grievances and disputes
• Decision makers must act fairly and without bias
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The Public Administration Act 2004 directs the
VPSC to establish for government employees
standards concerning:
1. Fair and reasonable treatment
2. Merit in employment
3. Equal employment opportunity
4. Reasonable avenue of redress
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Fair and Reasonable Treatment
Public Sector Employment Principles 2017

Employees are treated fairly and reasonably when:

• Processes are fair, clear and applied consistently in comparable
•
•
•

circumstances
Criteria are relevant, objective and readily available to the people
subject to the decision
Documentation is sufficiently clear and comprehensive to make
decisions transparent and capable of effective review
Decisions and actions are free of bias and unlawful
discrimination
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Merit in Employment
Public Sector Employment Principles Standard 2017

Employment decisions are based on merit when:

• Individuals’ work-related qualities, abilities and potential are
•
•

assessed against the genuine requirements of the
employment opportunity
Processes are transparent and designed to identify a suitable
field of qualified candidates
Employees are appointed or promoted from a limited field of
candidates only where candidates are identified based on
objective criteria
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Reasonable Avenue of Redress
Education and Training Reform Act 2006, Part 2.4, Division 7

The Education and Training Reform Act 2006 provides all
DET employees an avenue of redress by:

• Establishing the Merit Protection Boards
• Defining the jurisdiction of the Board
• Determining the composition of the Board
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Victorian Equal Opportunity Act 2010
www.humanrightscommission.vic.gov.au

• Promotes recognition and acceptance of everyone’s
right to equality of opportunity

• Provides redress for people who have been
discriminated against or sexually harassed
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8

Areas of Public Life
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Further ………..
• Employers must take reasonable precautions to
prevent employees or agents discriminating against
or sexually harassing others
• A person must not request, instruct, induce,
encourage, authorise or assist another person to
discriminate or sexually harass
• Cybervetting … before you Google!
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Exercise 1
Breakout Room
20 minutes

Discuss and then list 1 or 2 reasons a person on the panel
may express this view….

o We need a young person for this job
o I’ve checked him out on Facebook and you’ll never
guess….

o We don’t need to do a referee check, we all know these
applicants

What would your response be? What might you suggest?
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Your contribution to selection panels

20
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The Selection Process:
Leadership decisions

Selection Panel
Guidelines and Rules

First Panel Meeting
decisions and tasks

Referees

Interviews

Shortlisting

Selection

Feedback
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Leadership Decisions
What staffing profile exists and what is needed

• What the budget can afford
• What are the options to fill the vacancy
• Who can be translated to ongoing
• Write the role description
• Develop selection criteria
• Advertise the vacancy
• Choose the selection panel
22
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Selection Panel Guidelines and Rules

Selection Panel members must:

• Observe confidentiality throughout and following the process
• Manage conflict of interest, potential bias AND prior knowledge
of any applicants in relation to the selection criteria

• Understand the requirements of the role advertised
• Fairly assess and rank applicants against the selection criteria
• Keep notes of all their decisions
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Conflict of Interest (COI) in Recruitment?
• A conflict of interest arises where an employee’s private interests could improperly
influence, or be seen to influence, their decisions or actions in the performance of
their public duties.

• COI can be actual, potential or perceived.
• Recruitment is a high risk area for COI and can occur in All modes of employment,
including ongoing, fixed term and casual and in non paid positions.

• Even when managed appropriately in recruitment a COI may generate ongoing issues
in the employment of a family member or friend which needs to be properly managed.
Advice should be sought.

• Advice on COI management in recruitment can be found att:
√ The Employee Conduct Branch Ph: 7022 0005 or
employee.conduct@education.vic.gov.au
√ https://www.education.vic.gov.au/hrweb /Documents/COI-ToolkitRecruitment.pdf
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Inclusive Recruitment
The department strives to be an inclusive organisation through its diverse workforce and its inclusive
culture.
It aims to develop a diverse workforce that represents the community it serves. There are a range of
inclusive recruitment training resources and tips available.
Inclusive recruitment eLearn
Hiring managers and panel members are encouraged to complete
the 20‐minute inclusive recruitment e‐learn module. Every
recruitment activity is an opportunity to hire more diverse
candidates into our workforce. The module:

helps hiring managers to better understand unconscious bias
provides practical steps to ensure an inclusive recruitment
process
complements the department’s Best Practice Guide:
Recruitment and Selection



Diverse recruitment panels
Consider ways to include diverse representation on selection
panels. You can:
request a Merit Protection Board trained Aboriginal staff
member to be part of your panel – email:
Koorie.Outcomes.Division@education.vic.gov.au
contact any of the DET staff networks to seek a panel member
– see contact details at Get connected




Inclusive recruitment resources
The below resources have been developed to assist hiring
managers and teams to create safe, inclusive and respectful
workplaces that promotes equal opportunity and stand up against
discrimination.

 Disability and Reasonable Adjustment (HRWeb)
 Inclusive Workplaces Guide
 Diversity and Inclusion (HRWeb)
 Respectful Workplaces (HRWeb)
 Workforce Diversity and Inclusion collaboration page
 Recruitment in the Public Service
 Recruiting and Onboarding Online
Further information
For further information on inclusive recruitment, contact the
Workforce Diversity and Inclusion team ‐ email:
diversity@education.vic.gov.au
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Inclusive Recruitment
Hiring managers and panel members are encouraged to
complete the 20‐minute inclusive recruitment e‐learn module.

helps hiring managers to better understand unconscious bias
provides practical steps to ensure an inclusive recruitment
process

complements the department’s Best Practice Guide:
Recruitment and Selection

Diverse recruitment panels
Consider ways to include diverse representation on selection
panels. You can:

request a Merit Protection Board trained Aboriginal staff

Inclusive recruitment resources

Inclusive Workplaces Guide
Disability and Reasonable Adjustment (HRWeb)
Diversity and Inclusion (HRWeb)
Respectful Workplaces (HRWeb)
Workforce Diversity and Inclusion collaboration page
Recruitment in the Public Service
Recruiting and Onboarding Online
Further information
For further information on inclusive recruitment, contact the
Workforce Diversity and Inclusion team ‐ email:
diversity@education.vic.gov.au

member to be part of your panel – email:
Koorie.Outcomes.Division@education.vic.gov.au
contact any of the DET staff networks to seek a panel
member – see contact details at Get connected
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First Panel Meeting Decisions and Tasks
Starting the Recruitment process!

• Declare any conflict of interest
• Declare prior knowledge – complete record against SC
• Establish how any internal applicants will be managed?
• What will the interview involve - set tasks?
• Set Questions - check against Selection Criteria, make
sure all are covered
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Managing Prior Knowledge
• Prior knowledge of an applicant relevant to the selection
criteria can be used but must be validated

• Before applications are read, the chairperson must record

panel members’ prior knowledge of any applicants against
the selection criteria. To be treated as a referee report

• Any potential conflict of interest or bias issues should be
resolved

• Notes to be taken of this discussion
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Shortlisting
• All panel members to assess all applications
• Applicants with priority status must be interviewed
• Check qualifications !!!
• Identify those who best meet criteria
• Only nominated referees may be used to shortlist
(questions must be based on selection criteria)

• Briefly document the reason(s) for not shortlisting
applicants preferably against each criteria
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Interviews
• Questions must relate to the selection criteria
• Questions should be consistent (but not necessarily identical)
for all applicants

• Supplementary questions must relate only to the selection
criteria

• Questions must not be discriminatory or too complex
Note: Interview complements the written application, detailed
referee checks and prior knowledge
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Referees

• Provide information to expand, confirm or vary the panel’s
assessment of an applicant
• Comments (verbal / written) are confidential
• The panel may contact non-nominated referees but must
inform applicant before they do so and note their comments
• Selection Panels DO NOT ask the Child Safe (suitability to
work with children) questions !!!
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Exercise 2
Interview and Referee Checks

15 minutes

Interview
• Discuss and agree on your top 2 challenges conducting an
interview.
• How would you manage these?
Referee Checks
Give reasons for not asking:
• Would you employ this person again?
• What else can you tell me about this person?

32

16

Selection
Suitable Candidates

•

The panel’s task is to determine which candidate best
meets the Selection Criteria

•

This is a subjective, value judgement

•

Only the selection criteria can be used in making this
decision

Note:
- The panel can conduct a second interview

- The panel may recommend a “no appointment”
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Feedback
• Individual selection report must be provided to a short
listed applicant following announcement of the
provisional appointment if they request it

• Detailed feedback is provided (if requested) once the
outcome of any review is known or the provisional
appointee is confirmed

• All applicants should have the opportunity for detailed
feedback on their application and interview

• Panels should agree on the information to be provided
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Individual Selection Report
INDIVIDUAL SELECTION REPORT (to be completed for each shortlisted applicant)

Name of applicant:

Sam Bortham

Position applied for:

Maths and Science teacher

Selection
criterion
1

Date report prepared: 10/6/2020
#329106

Criterion Met (Y/N)

Assessment against each selection criterion
(Based on application, interview, referee comments and other selection tools)
Y

Demonstrated knowledge of the relevant curriculum, including the ability to incorporate the teaching of literacy and numeracy skills.
Demonstrated experience in responding to student learning needs

Most aspects of this criterion met to a good standard. Sam did not demonstrate incorporation of literacy skills to the level of preferred candidate.
Provided some experience of responding to student learning needs but not to the depth of preferred candidate.
2

Demonstrated experience in planning for and implementing high impact teaching strategies, guided by how students learn, and evaluating the
impact of learning and teaching programs on student learning growth.

Y

Good knowledge of and implementation of HITS. Not as strong as preferred candidate regarding evaluating the impact of programs on student
learning growth.

Names of referees contacted (indicate if referee was nominated or not nominated)
Name

Nominated (Y/N)

Pat McGruen

Y

Chris Stefanomann

N
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Revisit : Fact or Fiction

Poll 3.
Have you changed your mind?

36
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Merit Protection Boards
• The right to lodge a grievance is enshrined in the
Act, Ministerial Orders 1006, 1388 and 1389 and
DET policies

• Deficiencies in the selection process have denied
merit being given adequate consideration in the
selection process

• Ministerial Order 1006 Clause 7 (Principals) and
Ministerial Order 1388 Part 9 (all teaching service
employees except Principals) provides specific
details
37

Victimisation
Victorian Equal Opportunity Act (2010)

A person must not victimise another person by
subjecting (or threatening to subject) the other
person to a detriment (broadly defined) because
he or she has or intends to:

• make a complaint
• be a witness
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Questions – let’s revisit what you
wanted from the program
Other questions?
Opportunity for questions
continues online after this session
concludes – stay online!!
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5 Top Tips

40
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Evaluation and feedback
Poll 4:
We would appreciate your
feedback…….
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Congratulations

42
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