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These guidelines should be read with our Recruitment Policy, which outlines our principles when recruiting 
employees at MSD. 
Planning your recruitment 

When planning your recruitment process, there are some decisions that will impact on the process and 
overall outcome. Recruitment Partners and HR Advisors are available to help support your recruitment 
process and inform your decision-making but the responsibility rests with managers (based on delegations) 
to decide on the process that’s applied and who is hired. 
This guide gives you some good practice to base your decisions on. 
The panel 
It’s important that your panel and applicants have a clear understanding of the selection criteria, what good 
looks like and that your panel is made up of diverse perspectives. 
The role of Chairperson guide will help you manage your recruitment. 
The manager the role reports to will usually be the panel chairperson. The chairperson is responsible for 
selecting an appropriate panel (with the approval of the approving manager) based on the contribution they 
can make. 
Unconscious bias should be considered, including the affinity or “like me” bias. The “affinity” bias means 
people typically prefer to hire or promote people who are similar to themselves. To help you manage this 
risk consider the following when selecting a panel: 

• Diverse perspective – does the panel reflect a diverse range of viewpoints and backgrounds 
consistent with MSD’s organisational values, strategies (Te Pae Tawhiti, Te Pae Tata) and 
principles of the Treaty of Waitangi e.g. Māori representation 

• Gender and ethnic diversity 
• Availability to fully participate in the selection process 
• An understanding of what the role and/or organisation requires 
• At an appropriate level above the level of role being recruited for (unless a technical or subject 

matter expert is required) 
• A panel member from outside the immediate work group or area 
• Familiarity with the selection process 
• Any potential conflicts of interest. 

Further advice can be found in Guidance on selecting a diverse panel. 
The position description 
Before advertising a vacancy, the panel chairperson should have a clear understanding of the purpose of 
the position and decide on the selection criteria. Recruitment Partners provide support and guidance where 
needed. 
Selection criteria describes the key attributes that are required to be successful in a position. 
These are: 

• Skills – specific activities required to perform the job 
• Experience – what someone needs to have done before 
• Qualifications – formalised academic/professional education or certifications that applicants must 

have to perform in the role 
• Competencies – core behaviours that someone has demonstrated or how they go about their 

work. 
Setting up the selection criteria first will help: 

• you target your advertising so that people have a clear idea of the requirements for the role 
• panels to better understand specific position requirements 
• make it easier to assess applications, shortlist and decide who is best suited. 

Writing your selection criteria guide will help you determine your selection criteria. 
Advertising 

 When to advertise? 

 



All vacancies should be advertised where practicable. A vacancy is a fixed term or permanent position that 
is empty or about to become empty and is waiting to be filled. 
Your advertising approach should be to notify your vacancy in an appropriate manner to enable suitably 
qualified applicants to apply for the role you are advertising. Your options for permanent vacancies are: 

• Advertising internally only – where you are confident this will enable suitably qualified applicants 
to apply for the role. This may apply to MSD specific and specialist roles (e.g. Case Manager, 
Customer Service Representative). Please speak to your Recruitment Partner for advice. 

• Advertising internally and externally 
Short term vacancies – Advertising short-term opportunities at the start will avoid any complications if you 
need to extend the duration. This ensures we’re meeting our obligations under the Public Service Act 2020. 
Your advertising options include: 

• advertising internally only 
• advertising internally and externally 
• an internal expression of interest (EOI) for short-term opportunities. 
• When advertising a short-term opportunity both internally and externally, if the successful applicant 

is: 
o external then it will be a fixed term agreement 
o internal and a permanent employee it will be a secondment 
o internal and already on a fixed term agreement then they will need to relinquish their 

current role and fixed term agreement to take up the new role on a new fixed term 
agreement. 

• internal and external advertisement. 
 Regional appointment 

When planning your vacancy, if you are appointing to a region the following applies: 
• Hiring Managers should discuss their requirements with their Recruitment Partner so that the role 

is advertised as a regional vacancy with the specific location of where they will be based initially 
included in the advertisement 

• During the interview, a member of the panel discusses with candidates how regional appointments 
work, where the role will be initially based, and which sites are included in the regional area and 
that movement is by mutual agreement. Confirm with the candidate that they understand the 
arrangement. 

• For candidates who are subsequently offered a position, the offer letter will confirm the 
arrangement and outline where the role will be initially based and confirm any future transfer to 
another site must be by mutual agreement. 
 Expressions of interest 

This should be used where the role is not permanent and is ‘short-term’ such as a secondment. 
This process is managed fully by the Hiring Manager. The advertisement can be at a local internal level or 
wider within MSD. 
Not all recruitment process tools are required, and the minimum would be: 

• advertising for a minimum of 5 working days; defining the role, period, location and criteria 
• application process – this could be an email, a form or an application 
• a decision-making process – this may be the hiring manager’s recommendation or an interview 

panel’s recommendation to the approving manager 
• a process to provide feedback to applicants 
• the Hiring Manager holds a digital copy of the documentation on decisions made for 12 months. 

 Exceptions 
• Acting opportunities (generally up to 4 weeks) eg covering when a person is on leave 
• Where a recent advertisement for an identical role didn’t produce any suitable applicants. Other 

options can be explored like recruitment agencies. 
• No vacancy exists but employees have expressed an interest to their managers to move from one 

location to another. Movement would be by mutual agreement and be a direct swap to the same 
role eg Case Manager: Naenae to Case Manager: Porirua. The Leadership Team for that region 
should actively maintain a register of interest. 
 Recruitment type table 

The following table is to help you choose which process to follow for each type of vacancy or short-term 
need. 
Please note: 

• This is a guide – if you’re not sure talk to your Recruitment Partner or AskHR. 
• In all situations you should have pre-approval from the appropriate approving manager (refer 

to HR delegations). 
• Decision and employment documentation must be recorded in MyHR. 

 



 



 



External advertising includes: 
• Government jobs 
• MSD job portal 
• Trade Me and Seek 

Please note that some advertising options will incur an additional cost. 
 Additional options – when a vacancy is hard to fill 

Recruitment Partners can help the panel chairperson to identify suitable people by conducting a market 
mapping exercise. This involves a research campaign across the appropriate labour market(s) using 
specialised search tools across a range of channels, such as LinkedIn, to identify and engage applicants 
meeting the vacancy criteria. 

 The advert 
Once the selection criteria has been decided, your vacancy can be advertised. If it’s a permanent or fixed 
term vacancy, the chairperson, with the help of a Recruitment Partner will draft an advertisement based on 
the key attributes the panel are looking for. 
The advertisement should highlight: 

• the key selection criteria being sought for the position 
• additional selection tools which will be used (if any) 
• special requirements including national security clearances if required 
• qualification requirements 
• salary range 
• details of a person at MSD who applicants can contact for more information about the role. 

Recruitment Partners can help you with appropriate language for your advert to make sure we don’t 
unintentionally use biased language that could exclude people. 
Guidance on how to write a job advert and Writing your selection criteria will help you to prepare your 
vacancy advertisement. 

 Fixed term agreements 
Fixed term agreements can be used when you don’t have a permanent vacancy. Employees on fixed-term 
contracts are not contractors. 
The Employment Relations (ER) Act 2000 allows an employer and an employee to agree that the 
employment will end after a specified date or period; or on the occurrence of a specified event; or at the 
end of a specified project. 
The ER Act contains requirements that must be met for a fixed term reason to be valid: 

• The employer must have “genuine reasons based on reasonable grounds” for limiting the 
employment to a fixed period and those reasons and the way in which the employment will end, 
must be clearly set out in the employment agreement. 

What is a genuine reason and what is not? 
A genuine reason will explain why the employment is for a limited time and why the role (not the employee) 
will no longer be required in the business after that period.   
Reasons that may be considered genuine: 

• the employee covers for another employee who has gone on a period of leave (eg Parental leave). 
• the employer requires extra resourcing for a project or ‘peak’ work period. 

You cannot use a fixed-term agreement instead of a probationary period to test whether an employee is 
right for the job. This wouldn’t be a genuine reason for a fixed term. 
Please speak to your HR Advisor if you need help with fixed term reasons. 
Contractors 
If you’re considering engaging a contractor there are some key steps you’ll need to follow. If the value of 
the contractor is over $1000 per day or over $100,000 over the life of the contract you will need to get 
approval from a manager with the appropriate financial delegated authority or the Procurement Board. 
For more information about this process please review the External Resources, Contractors and 
Consultants Policy on the Finance doogle page. 
Additional selection tools 
Panels should consider whether additional selection tools could help decide the best fit between an 
applicant and the role. Psychometric assessments and work sampling can provide valuable insight into the 
applicant’s abilities, personality and team fit. 
Information from these tools only provide one part of the picture. Results should not be used in isolation but 
considered with information collected from other parts of the process to help you make a more informed 
decision. 
There are many different types of psychometric assessment tools. The two main types of psychometric 
assessments used in recruitment are: 

• Cognitive ability tests (eg numerical, verbal and abstract reasoning) 
• Personality questionnaires. 

 



 



personal, work or professional 
relationship with an applicant 

Ask for advice from your Recruitment Partner or manager. 

An applicant is short-listed The applicant should be invited to an interview and receive 
confirmation of the next steps in the process including 
accessibility requirements and any other supports an applicant 
may need for an interview. This also includes whānau support. 

An applicant is not short-listed External applicants will be advised through MyHR that their 
application was unsuccessful. Applicants need to be moved to 
the appropriate step in MyHR for this to happen. 
Internal applicants should receive verbal feedback from the 
panel chair as soon as possible, letting them know why they 
have not been successful. 

 

The interview 

Key points 
Competency-based interviews should be completed for all short-listed applicants. The purpose of an 
interview is to get further information about each applicant relating to the selection criteria. The interview 
should explore areas such as motivation, competencies, values and fit. 
At this stage you should have established that the short-listed applicants have the right technical skills, 
experience and qualifications to do the job and are now trying to establish a fit for your team, work group, 
and the organisation. The key judgement here is establishing which of the short-listed applicants 
demonstrate the closest match to the requirements of the role. 
The panel need to manage any unconscious bias. An interview guide will help manage the interview 
process and ensure that a consistent interview format is used with all applicants. 
Interview questions 
The interview should follow a competency-based interview format. To keep the interview process 
consistent and objective, the same competency areas and questions should be explored with all applicants. 
Your recruitment partner will be able to help you draft appropriate questions to ensure you are able to 
explore and assess the selection criteria. 
The panel has the discretion to ask additional and/or related questions to: 

• clarify or further explore an applicant’s response to questions 
• clarify an aspect of the applicant’s CV, including skills, and special and/or certification 

requirements. 
Be mindful that people from different cultural backgrounds may interview differently, and the panel needs to 
take this into consideration eg eye contact. It’s quite common for people with a Pacific background to avoid 
eye contact. This is not a sign of disrespect or disinterest, but in fact the opposite. When engaging in 
conversation with Pasifika applicants, looking down or away are very common behaviours. This is 
particularly common when they are speaking to someone who is in a position of authority. 
If the role is a children’s worker role, an additional question regarding contact with children is required. 
The interview guide template will help you document the interview responses. Questions should be relevant 
to the requirements of the position being applied for and be consistent with the provisions of the Human 
Rights Act (1993) and guidelines provided by Diversity Works New Zealand. 
Ministry of Social Development values 
The panel should consider the responses of applicants during the interview and reference checking to 
gauge their alignment with MSD’s values. You may wish to have specific questions relating to MSD’s 
values or expected behaviours. 
Values underpin how we carry out our roles within MSD – the actions we take, the decisions we make and 
the relationships we manage. 

 



 
Resources 
Competency-based interview guide (Word 52.24KB) 
Giving feedback 
Minimising unconscious bias 

 

Background and reference checking 

Key points 
Background checking consists of referee checks with the applicant’s nominated referees, internal MSD 
check, police vetting, validation of identification and for some roles, children’s worker check or a national 
security clearance. At this stage, you’re looking to confirm some key details about the applicant and explore 
any areas with referees to confirm key skills, experience and any potential areas of uncertainty that have 
arisen during the selection process. 
Reference checks 
Reference checking is one of the most important steps in the selection process and must be done for every 
preferred applicant or contractor before any contractual obligations are confirmed or offer made. It’s the 
hiring manager or chairperson’s opportunity to confirm that the applicant can do the job they’ve applied for 
as well as confirming some important information considered earlier in the selection process. 
Referee checks include questions on whether the applicant has ever, to their knowledge, had a serious 
misconduct investigation, upheld or currently occurring, or has been dismissed from employment. 
Reference checking is based on the consent of the applicant. If the applicant has not agreed to 
approaching a person, you should not approach them for information. It’s important to get the applicant’s 
permission to approach other people for information. 
Applicants are asked to provide the names and contact details of two referees, one of which should be a 
current or recent manager. The panel may elect to reference check just the preferred applicant/s, or the top 
2-3 applicants. 
A recommended approach to reference checking is: 

• Let the applicant know when you’ll be contacting referees. 
• If possible, make an appointment to call so the referee will be prepared and have the time 

available to talk to you. 
• Contact the referee through the organisation’s main phone line to help validate the authenticity of 

the referee. 
• At the beginning please ask them: 

o Would they like their comments to be kept confidential (this may help people feel more 
comfortable about providing information)? 

o Are they happy for their comments to be shared with the applicant? 
• Ask open ended questions. 
• If a referee is hesitant to answer or is not forthcoming, this is usually a red flag so keep asking 

probing questions. 
• When a referee provides negative comment about an applicant, ask for specific examples to 

support the comments being made. 
If the role is a Children’s Worker, an additional question regarding previous contact with children is 
required. 
The Reference check template is available to write down or type your notes from the referee check. 
Integrity checks 
All applicants are asked to declare on their application form: 

• Any criminal convictions 
• Any convictions that have occurred since being employed by MSD (internal applicants) 
• Any pending charges 

 



• Any current complaint and/or disciplinary action upheld against them that is still active 
• If they are currently the subject of a complaint and/or disciplinary review. 

All potential employees or contractors have background checks completed whether or not they have 
access to business-critical systems and regardless of their term of employment. 
Currently, MSD employees moving to a new role or secondment don’t require additional background 
checks unless they’re moving into a Children’s Worker role. 
The following checks are completed and co-ordinated through the MSD vetting team to help managers 
make well informed decisions on whether or not applicants meet MSD and Public Service standards of 
integrity and honesty. 
Veda NZ Check for any aliases 

Benefit history Internal checks using CMS, SWIFTT, TRACE, IMS and SAL 

Bankruptcy NZ Insolvency and Trustee Services 

Police vetting NZ Police Service 
Criminal convictions and any disciplinary actions may not necessarily disqualify an applicant unless the 
panel feels that they are inconsistent with MSD’s values and will impact on the applicant’s potential to 
perform in the position. Please refer to the MSD vetting guidelines. 
Panels will also need to consider if the role requires a national security clearance eg Top Secret and the 
applicant’s ability to obtain this clearance. This process is co-ordinated by external agencies and may take 
2-3 months to complete. This applies to both internal and external applicants. 
ID validation 
Hiring managers need to verify an applicant’s identification by physically sighting the original identity 
documents before the vetting check can be completed. This is needed for new employees and existing 
employees moving into Children’s Worker roles for the first time. This is to be done by the hiring manager 
or a panel member at the interview. 
The applicant needs to provide two forms of identification. 

1. An original primary document (eg passport, full birth certificate, firearms licence) 
2. A secondary document (eg a driver’s licence, 18+ card, community services card) 
3. One form of identity must have a photograph. The identity including the photo must be verified in 

person by the chairperson or panel member during the interview and recorded on the Police 
vetting form when submitting the request to confirm the identity check has been completed. 

Checking work visas 
If you’re recruiting someone to work for MSD, make sure they’re either a New Zealand citizen or have the 
right kind of visa to work in New Zealand. 
For people who aren’t New Zealand citizens, check which visa they hold and whether the visa conditions 
allow them to do the job they’re applying for. 
For more information about visa checks please see Work visa requirements 
Resources 
Reference check template 
NZ Police vetting forms 

 

Recommendation and Approval 

The recommendation should provide enough information to clearly outline the panel’s justification for their 
decision. A short summary of the decision should be recorded in MyHR under the ‘Justification for 
Selection’ field at the Offer Approval stage. If recruitment is not done through MyHR (eg for a 
secondment/EOI process), then the panel chair needs to keep evidence of the process and decision-
making including approval for 12 months. 
The hiring manager should have confidence in the robustness and integrity of the process and that: 

• the person best suited to the position has been identified 
• the selection process and decision-making has been consistent with MSD’s obligations under the 

Public Service Act 2020 and MSD’s Code of Conduct. 
The hiring manager will make a recommendation to the approving manager of: 

• the recommended applicant 
• the recommended starting salary. 

Note: specific approval is needed depending on the salary offered, please refer to the HR delegations, 
relevant guidance (eg the Public Service 2020 Pay Restraint guidance (Pay restraint in the Public Sector) 
or consult your recruitment partner/HR advisor. 
The recommendation can be done through myHR and can be supported by a verbal discussion between 
the hiring and approving manager. 

 



Any digital copies of documentation collected including short-listing notes and panel interview notes should 
be kept for 12 months. This will help make sure any relevant information is kept for any potential review 
process or any requests for information under the Privacy Act. After that the documentation can be 
disposed of securely. 

 

Review of appointments 

MSD staff have 10 working days to seek a review of an appointment other than acting appointments. The 
appointment remains provisional during this time and until any reviews have been completed. 
The review process is intended to provide an effective way of addressing a staff member’s concern about 
any aspect of an appointment. An independent reviewer(s) gathers information from all parties and 
considers whether the correct procedure was followed and the person best suited for the role appointed. 
(The process is in accordance with clause 5 of schedule 8 of the Public Service Act 2020.) 
Resources 
Appointments review process guideline 
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