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STAFFING POLICY |
Determining Qualifications and Hamplon Park
Evidence of Service
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Policy Statement

HamptonPark CommunityHouse (HPCH) iscommittedtoensuringthatallexistingandpotential
Children's Services staff employed at HPCH haveprovidedtherequiredevidenceoftheirqualifications
andservicehistory,to maintainahighlevelof professionalismandexperienceamongsttheChildren's
ServicesDomain team.

Conditions:

1. AIIHPCH applicantsand Children's Servicesteam members must providedocumented evidence of their
current qualifications and service history to demonstrate their suitability for the role as outlined in the Staff
Policy and to verify the correct pay classification.

2. HPCHwill pay staff the minimum award classification for theirrelevantrole until such time asthe required
evidence of their qualifications and/or service history, is provided.

3. HPCH will back pay wages if a new staff member provides the required evidence of qualification and/or
servicehistorywithinthree (3) months of commencement,but HPCHisnotobligatedtoback paywagesonce
this period has expired.

4. Wherea staff member upgradestheirqualificationandprovidesevidence of thisnewqualificationwithin
three (3) months, HPCH will back pay the staff member to the date of the new qualification.

5. Ifqualificationevidenceisnotprovided withinthree (3)months,HPCHwillpaythehigherratefromthe date
that the qualification evidence is provided to HPCH.

6. Theevidencemustbe providedtoanauthorised HPCHrepresentative. Forthe purposesofthispolicyan
authorisedrepresentativeis an Executive Officer, Director of Children's Services, Operations Managerora
member of the Payroll and Human Resources team.

7. Acceptedevidenceofaqualificationincludes:
e a copy of a certificate

e a statement of attainment,
e a letter from an RTO confirming completion
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+ atranscript that confirms completion of a course. Community House
Please note that a Statutory Declaration does not meet the required evidence

8. Accepted evidence of service history consists of a letter from a previous employer whichincludes:
e company’s letterhead

the dates of employment including start and finish date

the position that the Team Member held

employment type (casual, part time or full time) and hours of work per week

name, position and signature of employer

Resumes, pay slips or Statutory Declarations are not considered accepted evidence of service history.

Related Policies:

Child Safe Standards

Australian Teaching Standards

Code of Ethics (VIT)

CodeofConduct

HPCH Staffing Policies (including Determining of Responsible Persons, Participation of

Volunteers and Students)

Authorisation:

Signature of Chair of BOG :

Date of Approval by BOG: 27-01-2025
Hampton Park Care Group Inc.
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