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Chapter 4 
Staff Recruitment and Selection Procedure1

 
 
 
1. PURPOSE 
 

The purpose of this procedure is to identify the process for staff recruitment and selection. 
 
2. SCOPE 
 

This procedure does not apply to the recruitment of supply teachers. 
 
3. ADVERTISING  
 

3.1 The purpose is to attract the best applicants available in the most timely and 
cost-effective way. 

3.2 Mainly publicly advertise job vacancies on the school website. 
3.3 The advertisement should include the number of job vacancies available and job 

description for each position.  
 
4. SELECTION COMMITTEES  
 

Selection committees should be established to shortlist applications and to interview and 
recommend applicants for employment.  They may vary in size, depending on the 
position to be recruited: 

Position Composition of Selection Committee 

Teaching 
Staff 

• Up to 2 people, including one who has direct line of command to the 
position. 

Senior 
Teaching 

Staff 
 

• One member being manager of the SMC; and 

• Up to 2 other people who are members of the Senior Teaching Staff. 

Administrative 
Staff 

• Up to 2 people, including one member of the office administration 
staff who has direct line of command to the position. 

  

1 This Staff Recruitment and Selection Procedure was approved in the SMC meeting held on 
24 September 2010 (Ref. No. SMCM 3/2010). 
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5. SELECTION PROCESS  
 

5.1 In the event an interview is required, shortlisted applicants will be invited for an 
interview either in person or, where this is not possible or practicable, by telephone 
or video conference.   

5.2 Applicants should be asked similar core questions based on the requirements for the 
position.  Supplementary questions may be asked to clarify issues or to obtain 
further information deemed relevant by the selection committee for identifying the 
best applicant. 

 
 
6. RECOMMENDATION FOR APPOINTMENT 
 

6.1 A candidate can be recommended for appointment following the selection process, 
which includes an interview, referee reports and/or other methods of assessment. 

6.2 Where the selection committee reaches a consensus on the candidate for 
appointment, the Principal will issue an offer of employment and determine the terms 
of appointment. 

 
 
7. APPEALS AND COMPLAINTS 
 
 Any appeals or complaints received on staff recruitment and selection matter should be 

referred to the Principal to be handled in accordance with the Guidelines on Public 
Complaint Handling (Chapter 8 of the Staff Administration Manual). 

 
 
8. VERIFICATION OF QUALIFICATIONS AND EXPERIENCE 
 
 The Clerical Assistant should verify the qualification documents of the applicants including 

their Certificate of Registration as teachers and Certificate of Service from their previous 
employers, and complete the referee checks.   

 
 
9. AUTHORISATION OF APPOINTMENTS 
 
 Before issuing an offer of employment, the Principal should ensure that all the 

requirements for recruitment have been satisfied.  The recruitment and selection 
procedure should be strictly followed before issue of offer.  SMC’s prior approval should 
be sought for exceptional cases. 

 
 

10. RECORDS 
 
 10.1 Documents of unsuccessful candidates including application forms and individual 

assessment records should be destroyed 3 months after the completion of any 
recruitment exercise. 

 10.2 Other records of the recruitment and selection process should be properly kept   
according to the Guidelines on Record Management (Chapter 18 of the Staff 
Administration Manual).   
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