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Foreword

A Children’s Services Human Resource Management is based on the policies and
procedures that define the staffing requirements for the effective operation of the
children’s service. The total process of staffing, from advertisement to employment, is
based upon the specific criteria that is determined for the particular position required.
Thus, the entire process is designed to provide the children’s service with the best
information necessary to select the most appropriate person for each staff position in

the team.

Consequently, well defined inclusive personnel policies and procedures enable each
member of staff to understand the duties, skills, knowledge and responsibilities of their
position within the team and their interactions within the structure of the service. This
humanistic perspective, which has a focus upon interpersonal relationships, and the
ecological perspective, which has a focus upon interaction and relationships between
all levels of stucture, are the perspectives from which this manual was derived.

The development of this document was a result of an initiative by Boogurlarri Child
and Family Services to ensure that all people involved with the programmes provided
by Boogurlarri, understood the part they played in the planning and delivery of the
programmes to the community. It was also designed to ensure requirements of the Quality
Improvement Accreditation System ‘Part D’ were developed and implemented. Con-
sequently this document describes the staffing process in a comprehensive manual
outlining in detail, the requirements of each person's position from advertisement to
employment to evaluation.

I wish to thank Boogurlarri Child and Family Services for allowing the use of material
from their manual to provide realistic practical examples that can be used a guide for
similar children’s services who wish to develop their own Human Resource Manual.

Vicki Banham
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Section 1

This section will take you through the first process in developing a human
resource management manual with the development of an ORGANISATIONAL
CHART. It then creates policy and procedures for the staffing process to be
developed in your service in line with your organisational structure.



1.1 Organisational Chart

The first step in developing a Human Resource Management Manual is to be clear
about how your service is structured. All organisations need structure. However, it is
how you view the concept of “structure” that will determine the ultimate structure of
your organisation. Structure should not necessarily be seen as something that is rigid
and formal. It can be viewed as something that is dynamic, develops as the roles and
relationships within the service interact and develops from decisions that these roles
and relationships continually make (Dawson, 1986). That is, structure is capable of

change.

Each service will have its own structure that meets its own distinctive needs depending
upon the roles played within the service. For example, a funded community managed
service like Boogurlarri Child and Family Services, may have a different structure to a
private funded service. Whatever your service, it needs structure so people working
within your service can feel confident that they understand their roles, responsibilities,
relationships and, most of all, the overall structure of your service.

To graphically display your structure you can develop an Organisational Chart. To
develop this chart, ask yourself the following questions.

What framework have you used to develop your service?
What are the main goals of the service?

Who are all the people that comprise this service?

What roles do each of these people play?

How do these roles interact?

Now let us examine each of these questions.

What framework have you used to develop your service?

A framework helps to focus your structure and provides you with a useful way to analyse
how all the components in your structure fit and interact with one another. Usually,
your Philosophy has been derived from theoretical frameworks so use your philosophy
in determining your human resource frameworks. When developing this manual we

used two frameworks.

(i) Ecological Systems framework. This framework focuses upon the importance of
the interrelationships between all persons or systems that comprise the structure

(that is, the community, parents, providers, children..). It suggests that all persons
or systems are dependent upon one another in order to be effective and together,
they provide a holistic perspective to human resource management. For further
explanation on this framework, refer to Bronfenbrenner (1975).

(i) Management framework — the human relations approach. This framework
“emphasises topics such as leadership styles, morale, and group interactions and
relationships” (Jones & May, 1992, p41). It suggests that the structure goes beyond
that seen on the traditional organisational chart as it includes all the informal
relationships that occur within services. For further explanation refer to Jones, A.
& May, J. (1992), Chapter 2.

These frameworks then become the backbone of the Organisational Chart.



What are the main goals of the services?

The goals are usually derived from the development of the service’s Philosophy. Most
services will have long term goals such as: to meet the needs of families attending the
service by developing mechanisms that ensure interaction occurs between the comm-
unity, families, operational staff and management; and to ensure integration occurs
between children’s needs and the programme plans developed by the staff. These goals
can be achieved by referring to the framework/s you developed earlier. In our example,
the frameworks we used focused upon interrelationships between all persons. Therefore,
our goals reflected this approach. The goals could be achieved by setting in place such
mechanisms as parent-staff feedback sheets, newsletters and social gatherings.

Who are the people that comprise these services?

Community members

Families utilising the services

Staff members

Volunteers

Students

Licencing Body and Funding Authority

What roles do each of these people play?

Community members participate in the management of the services by providing their
expertise, supporting the people who operationalise the services and ensuring that the
services meet the needs of the community.

Families utilising the services ensure that their needs are met, from both an individual
perspective in which, (in day care), the care that their child receives is appropriate to
the development of the child, and from a family perspective in which, (in day care),
their particular requirement of care is satisfied.

Staff members operationalise the services according to the particular role they play in
the service. ' '

Volunteers provide support for the services at the operational level, the management
level and the community level.

Students assist in the operational level of the service, provide new and or updated
information to people within the service and use the service to practice and refine their
skills under the direction of skilled workers.

The Licencing Body and Funding Authority ensures the service is accountable in meeting
the community and financial needs by regulations and guidelines.



How do these roles interact?

This is a crucial question which requires careful consideration by your service. Before
you can answer this question you need to understand the meaning of interaction.
Interaction requires all persons in the interaction to be “active” participants and have a
common goal which they seek to achieve.

For Boogurlarri Child and Family Services, the common goal was developed through
the Philosophy, Purpose, and Mission Statements. Mechanisms for interaction to occur
were developed through formal documents such as the Policy and Procedure Manual
and the Human Resource Manual, and informal mechanisms such as representation on
the Management Committee, in house in-service/discussion programmes, Parent Feed-
back Sheets, Newsletters and social gatherings.

Once you have answered these questions you can then develop your Organisational
Chart in a graphical form, as in Figure 1 overleaf.



Figure 1.1: Child and Family Services Organisational Chart
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1.2 The Staffing Process

Once we had developed our framework/s and structure we began to develop our staffing
process. According to Hildebrand, staffing is a process of recruiting and dealing with
the human resources required to perform the functions of the centre (Hildebrand, 1993,
p99). Thus, it is important to remember that this is a process, which requires careful
development if the service is to be effective in meeting its philosophy and goals. Each
stage in this process will be developed throughout the manual. Policies and procedures
relating to students and volunteers in children’s services centres will be discussed further
in the manual. However, you need to develop a policy statement, derived from your
framework to begin your staffing process.

An example of our policy statement follows.

Policy

Boogurlarri Child and Family Services Centre staffing process reflects the philosophy
of the Centre and respects the worth of each staff member’s contribution to the team.
The Centre makes optimum use of this valuable human resource to meet the needs of
children, their families and the community.

Procedure

1.  The Management Committee determines the staffing positions required to operate
the service effectively to meet the needs of children, families, community and the

statutory regulations.

2.  Policy and procedures for “Staff Selection” are developed.
Refer to SECTION 2.

3.  Staffing documents: Advertisements, Duty Statements, Position Classification,
Selection Criteria and sample interview questlons are developed for each position.
Refer to SECTION 3.

4. A process for orientation of all staff is developed.
Refer to SECTION 4.

5.  The Staff Professional Review process is developed.
Refer to SECTION 5.

6.  An in-service process is developed.
Refer to SECTION 6.

7. A Staffing Handbook is developed.
Refer to SECTION 7.

8. Apolicy for working with Students and Volunteers is developed.
Refer to SECTION 8.



Section 2

This section develops a Policy and Procedure for staff selection. Children’s
services are highly labour intensive and it is the people who are employed by
the services that enable the philosophy and goals of the service to be realised.
Therefore, it is important for the policy and procedures to reflect the needs of
the service. An example of such Policy and Procedures follows.



2.1 Staff Selection

Policy

To employ staff who have a concern, knowledge, skills and a motivation for providing
the most appropriate environments for developing children’s optimal growth and
development.

Procedure

A. Permanent Staff

The Director, in consultation with the relevant Co-ordinator, creates the advertise-
ment for the vacant position.

(el

2.  The position is advertised in the following forums.

2.1 Cook Local community paper

2.2 Handy person/Gardener Local community paper

2.3 Bookkeeper Local community paper

2.5 Cleaner Local community paper

2.4 Support worker Local community paper

2.6 Caregiver Local community paper
West Australian

2.7 Creche worker ' Local community paper
West Australian

2.8 Caregiver qualified Local community paper
West Australian

2.9 Caregiver (OSHC) Local community paper
West Australian

2.10 Supervisor (OSHC) Local community paper
West Australian

2.11 Co-ordinator (OSHC) Local Community paper
' West Australian

2.12 Co-ordinator (Day Care) Local community paper
. West Australian

11



12

2.13 Co-ordinator (Community House) Local community paper

West Australian
2.14 Director of Child & Local community paper
Family Services West Australian

.. All applicants responding to the advertisement are sent the Application for Employ-

ment Package [See Appendix 1], which includes the following.

A covering letter from the Director of Child & Family Services.
Duty Statement for the position.

Position Classification for the position.

Outline of the Selection Process.

Format for Application.

A Staff Selection Committee for short listing and interviewing is created
comprising:

4.1

4.2

5.1

52

5.3

for all positions excluding the Director of Child & Family Services:
the Director of Child & Family Services;

1 Staff member;

1 Management Committee member.

for the position of Director of Child & Family Services:

2 Management Committee members (Chair + 1);

1 Co-ordinator of another Centre;

1 Regional Children’s Services Officer (Department of Community Develop-

ment).
The Staff Selection Committee meets and reads all applications.

Each application is evaluated in accordance with the Selection Criteria
[See Appendix 2 for an example of such a working document].

A short list of applicants who meet that criteria (usually up to 5) is

determined.

All applicants not short listed, according to the criteria, are notified of their

unsuccessful application. '
[See Appendix 3 for an example of a letter to unsuccessful applicants].

All short listed applicants references are checked and recorded.

" [See Appendix 4 for an example of a form used to record information from
- areferee].



10.

11.

12.

13.

14.

An interview timeline is determined (approximately 30 minutes per inter-
view). It is important to leave the room for breaks to keep the selection
members fresh and not rushed.

All short listed applicants are notified of their interview time and the
interview venue. This is usually carried out by telephone but may be done
by letter.

The Staff Selection Committee, pre interview.
The Staff Selection Committee meets 15 minutes prior to the first inter-

view in order to:

9.1 familiarise themselves with the Selection Questions:
9.2 determine the role of each person on the Committee, ie. who will

lead the interview, whb will ask what questions, how the information
will be recorded. [See Appendix 2].

The Selection interview.
10.1 All applicants are welcomed by the interview leader and each mem-

ber of the Staff Selection Committee is introduced to the applicant.
10.2 The procedure for the interview is explained to the applicant.
[It is important to keep to the pre-determined timeline].

The Staff Selection committee, post interview.

11.1 The Staff Selection Committee reviews all the applicants’ answers to
the Selection Questions.

11.2 Each applicant is then ranked according to:
11.2.1 their answers to the Selection Questions:
11.2.2 their referee reports.

11.3 The applicant with the highest ranking is recommended for employ-
ment to the Management Committee.
The applicants in second and third position are considered reserves.

The successful applicant is notified by letter and is requested to inform the
Centre of their acceptance or non-acceptance of the position offered.
[See Appendix 5 for an example of a notification of employment letter].

When the acceptance letter is received, the applicant is sent the doc-
umentation pertaining to that position.

All applicants that were interviewed and unsuccessful are notified by letter.
[See Appendix 6 for an example of a letter notifying unsuccessful applicants].

13



B. Relief Staff

14

The need for relief staff is identified by the relevant Co-ordinator in discussion
with the staff team and in consultation with the Director.

The relief position vacancies are advertised in the local community paper.

Respondents are requested to send in their application to the Director of Child &
Family Services.

A Relief Staff Selection Committee comprising the Director of Child & Family
Services and the Co-ordinator (day care) or the Co-ordinator (OSHC) read the
applications and select those applicants that meet the Position Classification crit-
eria for an interview. These applicants are notified (usually by telephone) and
given the interview time and venue.

Those applicants that do not meet the Position Classification criteria are notified
by letter that they have been unsuccessful.

Those applicants that are successful in the interview are given a trial period within
which their practical suitability is determined. In day care, 3-4 hours; in outside
school hours care, 2-3 hours.

If the applicant is suitable, they are notified by letter and put on the relief list.
[See Appendix 7 for examples of relief list forms].



Section 3

This section analyses each position and determines the skills, knowledge and
experience required to perform the functions of that position in the service. The
material in this section meets, in part, requirements of Principle 49 in the Quality
Improvement and Accreditation System. -

Each position has five (5) areas, these being: Duty Statement; Position Class-
ification; Selection Criteria; Sample Selection Questions; and Sample Advert-
isement. All of these areas are interrelated and developed in a step by step
process as shown in Figure 3.1: Process for Developing Staffing Document-
ation. Each of these areas are examined, with positions in Boogurlarri Child and
Family Services providing examples of this important process.

15



Figure 3.1 Process for Developing Staffing Documentation

Analysis of tasks to be
performed
Vool l
Duty Statement
Philosophy
Organisational Professional
Chart ™ Review
Framework Position Classification
Selection Criteria
Iterview Advertisement
Questions
Step 1

Undertake an analysis of the tasks required to perform the particular position you are
seeking to fill. This task analysis provides you with the following information:

° the purpose of the position;

° the duties required to perform the position;
° the responsibilities required of the position;
o to whom the person is responsible;

° the salary and conditions of the position.

The outcome of this Step is to provide you with a Duty Statement for the position.

Step 2

Once you have developed the Duty Statement you are able to develop a Position
Classification for the position. The Position Classification specifies the level of qualific-
ations sought; any experience required; and the skills and knowledge required to perform
- the position..

17



Step 3

From both the Duty Statement and the Position Classification, the Selection Criteria
are developed. The Selection Criteria list the criteria that are determined as both essential
and desirable for the position. If a criteria is determined as essential then the prospec-
tive candidate must meet that criteria. Sometimes, you may be seeking other criteria
that are not essential to performing the tasks of the position but would be advantageous
for a person to hold. It is these criteria that are deemed as desirable. The Selection
Criteria is used for two purposes. Firstly, to inform the prospective applicant of the
requirements of the position so they can address them in their application and secondly,
to advertise the position.

The Duty Statement, the Position Classification and the Selection Criteria are used in
the development of the Professional Review Process discussed in detail in Section 5.

Step 4

Using the Selection Criteria, questions to interview applicants are created.

Step 5

Using the Selection Criteria, the advertisement for the position is created.

The following positions are provided as examples following this step by step process.
Cleaner
Cook
Handy Person/Gardener
Bookkeeper
Support worker )
Creche worker (Community House)
Caregiver
Caregiver qualified (Day care)
Caregiver (Outside school hours care)
Supervisor (Outside school hours care)
Co-ordinator (Outside school hours care)
Co-ordinator (Day care)
Co-ordinator (Community House)
Director of Child & Family Services

18



3.1 Cleaner: Duty Statement

Title

Purpose

Duties

Cleaner

To maintain hygienic and clean standards throughout the Centre in line
with the standards set by the Child Care Services Board.

Daily:

Clean bathrooms;

Vacuum all carpet areas;

Mop all wet areas;

Wipe marks off doors and walls;

Empty all rubbish bins;

Dust the offices;

Sweep the outside front foyer;

Put away all cleaning materials in designated locked cupboards.

Weekly:

Polish the offices;

Clean the glass doors and windows;
Put out the rubbish bins for collection.

Monthly:
Wax all the floors.

General:

Leave the building secure at all times;

Inform the Co-ordinator of cleaning needs;

Understand and work within the Centre philosophy, policies and procedures.

Responsibilities

To leave the building secure at all times;
To notify the Director of equipment malfunction or need for replacement.

Responsible to

The Director of Child & Family Services.

Salary and Conditions

In accordance with the [ ] Award.

Additional conditions [ ] apply.

A medical examination and a chest X ray is required within fourteen (14)
days of commencing employment as stated on Form DCS556.

The position is reviewed after three (3) months employment.

A “Self Professional Review” is carried out every twelve (12) months.

-A Police clearance is required.

19



Position Classification: Cleaner

Qualifications

Experience

Skills

Knowledge

Other
Requirements

Hours

20

None required or specified.

Cleaning of child related services;
Commercial cleaning;
Working as part of a team.

Use and maintenance of cleaning and polishing equipment;
Use of cleaning solutions;

Organisation of time in developing daily, weekly and monthly
scheduling of the cleaning requirements of the Centre.

Safety aspects of working in an environment with children;
Safety with use of cleaning solutions.

A local resident is desirable.

[ 1hours per week as negotiated with the Director of Child &
Family Services.



Selection Criteria: Cleaner

1.

Commercial cleaning experience.
Experience within a child related service.
Knowledge of cleaning safety.

Ability to work out of Centre operating hours.

Ability to develop a timetable for cleaning of the Centre.

Ability to work unsupervised.

Reside within the local community.

ESSENTIAL

DESIRABLE

ESSENTIAL

ESSENTIAL

ESSENTIAL

ESSENTIAL

DESIRABLE

21



Sample Selection Questions: Cleaner

22

Tell me about your previous experience in cleaning commercial premises.

In what capacity and setting have you used a vacuum cleaner and polishing
equipment?

What precautions would you take when preparing, using and putting away cleaning
solutions?

What sort of safety precautions would you take in your cleaning duties because

this is a child care centre?

Given a list of tasks to do, how would you divide up your weekly hours to complete
all the cleaning tasks? ' '

Is there anything else you would like to tell us about your experience and skills in
cleaning?

Is there anything you would like explained further from the Selection Criteria
and Duty Statement?



Sample Advertisement: Cleaner

CLEANER
Children’s Centre

Boogurlarri Children’s Centre is seeking a person who
would like to work part time or full time cleaning the
Children’s Centre. The hours of [ ] per week are negotiable
but cleaning is carried out before and after Centre hours.
Experience in commercial cleaning is essential.
Need to know more? Contact: The Director of Child &
Family Services on [ ] for your ‘Application for
Employment Package’.
Closing date for applications is [ ].

Boogurlarri Child & Family Services
25-27 Brookman Avenue, Langford.

\

Boogurlarri is an equal opportunity employer

23



3.2 Cook: Duty Statement

Title

Purpose

Duties

Cook

To prepare nutritional meals and snacks for children and staff attending the
Centre.

Daily:

Prepare lunch and afternoon tea;

Clean up the lunch and morning tea dishes;

Clean the kitchen area;

Check and accommodate varying children’s food needs;
Maintain neat and clean physical appearance.

Weekly:

Organise your time and develop a suitable routine to accommodate the time
restraints; :

Place orders and purchase food stuffs;

Clean oven and refrigerator;

Clean cupboards and food preparation areas;

General cleaning of all additional areas.

General:

Use hygienic practices with food handling according to the “Good Food
Handler's Guide”;

Prepare and plan menus twice yearly with the Co-ordinator;

Prepare a budget for food and drink from the allocated monies;

Maintain prompt hours and notify the Co-ordinator promptly of non-attend-
ance;

Understand, and work within, the Centre philosophy, policies and proced-
ures.

Responsibilities

To attend professional development in-services;

To maintain a standard of cleanliness and hygiene of the kitchen and food
preparation areas in accordance with the Health Regulations;

To implement a diverse menu;

To notify the Director of equipment malfunction or need for replacement.

Responsible to
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The Director of Child & Family Services.



Salary and Conditions

In accordance with the | ] Award.

Additional conditions [ ] apply.
A medical examination and a chest X ray is required within fourteen (14)

days of commencing employment as stated on Form DCS556.

The position is reviewed after three (3) months employment.

A “Self Professional Review” is carried out every twelve (12) months.
A Police clearance is required.
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Position Classification: Cook

Qualifications

Experience

Skills

Knowledge

Hours
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None réquired/speciﬁed.

Cooking for large groups;

Cooking for children;

Preparing budgets for foodstuffs;
Ordering foodstuffs for large groups;
Working as part of a team.

Cooking age appropriate meals;

Hygienic practices;

Menu planning;

General budgeting;

Organising time;

Preparing a range of foodstuffs to meet the diverse needs of the
community.

The needs of the local community;

The components of nutritional menu planning;

Budgeting for menu planning;

General children’s nutritional needs;

Safety measures required when working with children in the
kitchen area;

The Food Handling Act.

[ ] hours per week as negotiated with the Director of Child
& Family Services.



Selection Criteria: Cook

10.

Experience in preparing foodstuffs for large groups of
people.

Experience in budgeting for foodstuffs.
Experience in a child care service.
Knowledge of nutritional menu planning.
Knowledge of children's nutritional needs.
Knowledge of food preparation procedures.
Knowledge of hygiene practices.

Ability to work unsupervised.

Ability to manage time.

Reside in the local community.

ESSENTIAL

ESSENTIAL

DESIRABLE

ESSENTIAL

ESSENTIAL

ESSENTIAL

ESSENTIAL

ESSENTIAL

DESIRABLE

DESIRABLE
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Sample Selection Questions: Cook

1.

28

Tell us about your previous experience of preparing foodstuffs for large groups
of children or adults.

Explain your experiences in préparing foodstuff budgets for large groups of people.
What components of budgeting do you need to think about when carrying out
this task?

When preparing a menu for children, what would you include from the basic
food groups?

If you had a child attending the Centre from a particular religious background,
how would you cater for their particular needs in your menu planning?

What hygiene practices/safety measures would you need to take when you are
preparing food for children?
[Prompt: Food Handling Act]

If a staff or committee member criticised your choice of menu planning for the
children, how would you support the decisions you made?



Sample Advertisement: Cook

COOK
Children’s Centre

Boogurlarri Children’s Centre is seeking an experienced
person to prepare daily nutritional meals and snacks for
children and staff in a day care centre. If you understand
children’s nutritional needs and have flair in the present-
ation of food, this job maybe for you. It is a part time pos-
ition for[ ] per week.

Contact the Director of Child & Family Services on tel:[ ]
for your ‘Application for Employment Package’.

Closing date for applications is the [ ]

Boogurlarri Child & Family Services
25-27 Brookman Avenue, Langford.

Boogurlarri is an equal opportunity employer
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