
 

Recruitment Policy  

 
Introduction & Scope 

Established in 2015, Scentia Pty Ltd (“Scentia”) unites the industry leaders Australian Institute of Management 

Education & Training (“AIMET”) and Australasian Collage of Health and Wellness (“ACHW”). 

Scentia provides a fair and transparent recruitment process in order to recruit the right people into the right jobs in a 

timely manner. Scentia also believes that setting people up for success involves onboarding its employees effectively 

and has certain compliance obligations in regards to being a provider of vocational education and training in this area. 

Process 
This policy covers the steps involved in recruitment and onboarding, specifically:- 
 
Recruitment General Principles  
 

• Recruitment Approval signed off; 

• Recruit 

• Offer of Employment Request Form completed and submitted to HR; 
 
Onboarding General Principles 
1. Candidate sent Employment Offer / Contract via Employment Hero platform; 
2. Candidate accepts and signs terms of employment (online); and 
3. Candidate completes personal details, banking details, superannuation choice and tax file declaration 
(online); 
4. Onboarding workflow commences notifying relevant stakeholders (online); 
5. Staff welcome pack issued including Staff Induction Checklist, which is to be completed within 2 weeks of 
commencement, and uploaded to Employee File (online); and 
6. Job Description uploaded to Employee Files (online). 

Employment Types 

Full-time 

Continuing or regular employees are usually employed where an employer requires a stable workforce. They have a 

continuing contract of employment of unspecified duration and an expectation of continuing employment. Full-time 

employees are entitled to annual leave, sick leave and public holidays. 

 

Part-time 

Part time work is work of a lesser number of hours than constitutes full time work. The hours and days to be worked by 

the employee are usually regular. Like full-time employees, they have a continuing contract of employment and 

receive, on a pro-rata basis, the same entitlements as full-time employees. 

 

Casual 

Casual employees can be employed on an hourly basis. The key characteristics of casual employment include 

employment to do work as when required and no regular number of hours or regular pattern of work. They generally 

have no access to permanent employment entitlements such as sick leave and annual leave and are paid a loading to 

compensate for this. Casual employees do, however, accumulate long service leave in the same way as a part-time 

employee. 

 

Fixed-term 

Fixed-term employees are often employed for project work or to replace absent employees on long service or 

maternity leave. They generally accrue entitlements such as annual and sick leave on a pro-rata basis. 

Because fixed-term arrangements are governed by contractual arrangements, caution must be followed to avoid the 



possibility of having to pay out the remainder of the term in the event of a termination. 

 

 

Other Forms of Engagement 

These include independent contractors, consultants, third party suppliers or labour hire. Independent suppliers (agency 

contractors and consultants) are not employees of Scentia. They are contracted to Scentia to provide services. Scentia 

may engage independent suppliers (contractors, consultants and agency temporaries/casuals/contractors) under 

hourly rates or under a fixed fee for service structure, which may be for a fixed period or for an agreed scope project. 

These individuals can be engaged for varying lengths of time and may only be engaged once an approval to hire has 

been sought. Once engaged, these individuals are recorded in Employment Hero as an Independent Contractor record. 

 

Recruitment General Principles 
Selection 
Recruitment and selection decisions should be made on the basis of the applicant’s merit. All stages of the 
recruitment and selection process should be designed to ensure compliance with Scentia’s Equal Employment 
Opportunity & Discrimination Policy. 
 
Career Development 
To encourage movement or promotion of existing employees, vacant positions should be advertised internally prior 
to external candidate sourcing commencing and should remain open for internal applications for the duration of any 
external sourcing activity. 
 
Candidate Management 
Internal and external candidates should be managed appropriately and positively throughout the recruitment 
process. This should include keeping candidates informed and up to date throughout the recruitment and selection 
period, taking candidates preferences and other commitments into consideration and where possible giving 
timelines for the recruitment process. 
 
Obtaining Approval to Recruit 
It is a requirement that managers obtain approval to recruit all employees in accordance with the process that 
applies to that business unit. The Recruitment Approval Form should be completed and signed approved by the 
authorising manager before the recruitment process commences. 
 
 
 
Offer of Employment Request Form 
Upon completion of the recruitment process the successful applicant will be offered an Employment Offer / Contract 
via Employment Hero platform after an Offer of Employment Request Form has been completed. 

Onboarding General Principles 

 

Culture  

A strong culture starts with a clear vision, strong leadership and great people living and breathing the company values. 

Recruiting great people is a critical step in building a strong culture, but how we induct and welcome new starters to 

the team in a way that will inspire them to be the best team members they can be, is imperative to mutual success. 

Scentia views onboarding as an important follow-up to the recruitment and selection process, which enables the 

employee to settle in and become an effective member of the team as quickly as possible. 

New team members at Scentia will have a mentor assigned who will assist with induction into the business. This 

individual may be a supervisor or an experienced colleague. 

 

 

 

 

 

 



Employment Hero  

Scentia uses a paperless employment management and onboarding system, Employment Hero, to send employment 

contracts and other documents electronically.  

Employees can legally accept contracts by e-signature, with copies then automatically stored in their file. During the 

paperless onboarding process employees complete all personal details along with a tax file declaration and super 

choice form. 

New team members at Scentia will be required to read and sign copies of all Scentia Policies & Procedures relevant to 

their position. 

 

Induction Checklist  

The onboarding process should introduce them to their new workplace and responsibilities.  

The Scentia Staff Induction Checklist covers the following:- 

1. General Induction – Policies & Systems; 

2. Office Induction; and 

3. Department Induction. 

To ensure new team members have been introduced to all relevant staff members, management and important 

procedures, Scentia require a completed Staff Induction Checklist within 2 weeks of commencement of work at Scentia.  
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