
Hiring Manager’s Responsibilities Guide 
 

Purpose: To outline the areas of responsibility held by the Hiring Manager within each recruitment process. 

Introduction: 
The Hiring Manager has overall responsibility for each part of their recruitment activity. HRSC partners with the Hiring 
Manager to assist with key milestones in the recruitment process and to ensure the recruitment activity is executed 
according to ECU procedures. All Hiring Managers have governance and legal responsibilities in each recruitment 
process. As per the University’s Recruitment, Selection and Appointment Policy, the principles guiding the process are: 
 

• A commitment to acquiring high performing, quality candidates who match the requirements of the University, 
the work area and the job; 

• Conducting recruitment and related practices, with due regard for the principles of natural justice that remain 
free from any form of favouritism, nepotism or biases; 

•    Seeking to achieve a workforce that is diverse in its profile; 

•    Ensuring its employees are made aware of vacancies for which it is conducting a recruitment process; and 

•    Conducting all related activities with due regard to confidentiality. 

Areas of Responsibility: 
The Hiring Manager’s areas of responsibility, in the context of relevant ECU policies and government legislation, are 
listed below. 
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Equal Employment 
Opportunity 

 

 

The Hiring Manager has responsibility in ensuring that the entire recruitment process is in 
accordance with Equal Employment Opportunity legislation and ECU equity and diversity 
policies. Hiring Managers should keep in mind potential discriminatory issues when 
conducting all recruitment and selection activities. 

 

For further information on ECU's disability recruitment strategy, see Disability Access and 
Inclusion Plan. 

 

For further information on ECU’s indigenous recruitment strategy, see Indigenous Australian 
Employment Strategy and Action Plan. 

 

Legal Working 
Rights 

 

 

Before hiring staff to work at ECU, it is the Hiring Manager’s responsibility to ensure that the 
preferred candidate has the relevant working rights for the contract proposed. This includes: 

 

•    Casual contracts; 

•    Fixed-term contracts; and 

•    Ongoing contracts. 
 

Copies of the documents below are required: 
 

For Australian citizens, provide one of the following: 
 

•    Copy of the Information Page of passport (this page contains photo) 

•    Copy of Australian Citizenship Certificate or Certificate of Evidence of Australian 
Citizenship AND another form of photo identification such as a Drivers’ Licence. 

•    Copy of Full Australian Birth Certificate if born before 20 August 1986 AND 

another form of photo identification such as a Drivers’ Licence. 

• Copy of Full Australian Birth Certificate if born after 20 August 1986 showing that 
at least one parent was born in Australia, AND another form of photo 
identification such as a Drivers’ Licence. 

 

For non-Australian citizens: 
 

•    Provide a copy of the Information Page of passport (this page contains photo) 

• Ensure candidate gives consent to ECU to check visa details through the Visa 
Entitlement Verification Online Service with the Department of Immigration and 
Border Protection to verify work rights in Australia. 

 
For advice on hiring overseas candidates, please contact HRSC: 6304 5995 or 
hr@ecu.edu.au. 

 

 

Edith Cowan University 
Human Resources Services Centre 

 

 

mailto:hr@ecu.edu.au
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Visa Sponsorship 
 

 

There are visas that the University may sponsor: 

• Temporary visas 

• Permanent visas 

• Visas for unpaid appointments (such as Visiting Fellows 

Research) or Occupational Training.  

 

 
Hiring Managers should discuss visa options and appointee relocation assistance with their HR 
Adviser early in the recruitment process.  All visa and relocation services are provided by 
ECU’s preferred relocation and Immigration provider. 
 
 
For further information, contact HRSC: 6304 5995 or hr@ecu.edu.au. 

 

Pre-Employment 
Health Assessment 

 

 

All positions at ECU are placed in one of two Occupational Health and Safety categories: 
 

Category A – requires a Medical Statutory Declaration 
 

Category A positions are low risk positions that have limited exposure to recognised 
occupational hazards. These positions may include: 

 

• casual staff and sessional staff who are employed for single lectures or tutorials 
or employed to undertake work that will not expose them to recognised 
occupational hazards; 

 

•    casual staff exposed to occupational hazards as listed on the Pre-employment 
Health and Medical Form – Section 2 (contact your HR Adviser for details); and 

 

•    all other appointments, including ongoing full time and fixed term staff. 
 

Category B – requires a full Pre-Employment Medical and Health Assessment 
 

Category B comprises “High Risk” positions exposed to known occupational hazards (refer to 
Section 2 of the Pre-employment Health & Medical Assessment Form or contact your HR 
Adviser for details). 

 

These positions include: 
 

•    Gardeners; 
 

•    Cleaners; 
 

•    Laboratory Technicians (only if they are exposed to those hazards listed on the 
Health and Hazard Assessment Form); 

 

•    Clinical Nurses; 
 

•    Building and Maintenance staff; 
 

•    Chemical and Animal researchers 
 

• Library staff; (only if they are exposed to those hazards listed on the Pre- 
employment Health & Medical Form – Section 2); and 

 

•    any other such position that the Vice Chancellor may designate. 

For further information, contact HRSC: 6304 5995 or hr@ecu.edu.au. 

 

 

 

Edith Cowan University 
Human Resources Services Centre 

 

 

mailto:hr@ecu.edu.au.
mailto:hr@ecu.edu.au.


For further information, contact HRSC: 6304 5995 or  hr@ecu.edu.au. 
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Qualifications 
 

 

Copies of qualifications are required for academic and professional staff positions. Hiring 
Managers are to ask candidates to bring copies of their qualifications to the interview. ECU 
qualifications can be checked internally. 

 

Working With 
Children 

 

 

It is the responsibility of the Hiring Manager to identify positions at the University that require 
the occupant to possess a current and valid Working with Children check. This applies to 
permanent, contract, fractional-time and casual positions where the usual duties involve, or 
are likely to involve, contact with children. 

 

For further information, please visit the  Working with Children Government website and 
contact HRSC: 6304 5995 or  hr@ecu.edu.au. 

 

Criminal Record 
 

 

It is the responsibility of the Hiring Manager to determine whether a position requires a 
criminal record check. Criminal record checking is based on either: 

 

•    an ECU requirement; or 
 

•    a legislative requirement. 
 

Having a criminal record does not automatically preclude an applicant from employment. 
Preferred candidates with a criminal record will be considered on an individual basis. 

 

Prior to the commencement of a new recruitment activity, it must be identified if any special 
conditions are to be required for the role. 

 

 

Edith Cowan University 
Human Resources Services Centre 

 

 

mailto:hr@ecu.edu.au.
http://www.checkwwc.wa.gov.au/checkwwc
mailto:hr@ecu.edu.au.

