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1. Purpose  
 
Recruitment pools (Pools) are a workforce management mechanism that supports 
continuity of critical services and timely filling of high volume or hard to staff roles. 
Pools are a supplementary, efficiency‑focused mechanism for eligible high-volume 
cohorts, as opposed to a primary or routine recruitment method for the WA health 
system.  
 
This Procedure establishes a controlled, systemwide approach to the creation, 
oversight and use of recruitment pools within the WA health system which aims to: 

• minimise the overall number of active pools 

• improve governance, transparency and oversight 

• ensure pools are used only where there is a demonstrable system or service 
need 

• maintain the principles of merit, equity and probity in all selection and 
appointment decisions. 

 

2. Creation Criteria 
 
Recruitment pools must only be created at one of the following levels:  

a) Systemwide (covering all WA health entities such as graduate programs) 
b) WA health entity (e.g. Department of Health, CAHS, NMHS, SMHS, WACHS)   
c) HSP hospital/health site (e.g. Armadale Hospital, Peel Health Campus, Royal 

Perth Bentley Group)  
d) Specialty and subspecialty within a healthcare occupation (e.g. CAHS 

Intensive Care Nurses, SMHS Physiotherapists, Armadale Hospital 
Psychiatrists).  

 
Recruitment pools must also meet all of the following requirements: 

a. there is a demonstrated current and future workforce need, including but not 
limited to sustained high volume demand, or critical service requirements that 
cannot be efficiently met through single vacancy recruitment; and 

b. alternative recruitment approaches are not sufficient; and 
c. the establishment and use of the pool has been formally approved by the 

delegated authority; and 
d. the pool is established for a defined scope, purpose, and duration not 

exceeding twelve months. 
 
Recruitment pools must not be established for convenience, speculative workforce 
planning, or as a substitute for routine recruitment activity. 
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3. Approval and delegated authority 
 
The creation of a recruitment pool is subject to written approval from the following 
delegated authority: 

 

• WA health entity pools: 
Director Workforce/Human Resources (or equivalent) 
 

• Systemwide pools: 
Department of Health – Deputy Director General, Clinical Excellence Division 

 
Approval decisions must be documented and retained for audit and assurance 
purposes. 
 

4. Appointment from Recruitment Pools 
 
Appointments made from recruitment pools must be undertaken in a manner that 
upholds the standards of merit, equity, probity. All appointments must comply with the 
Commissioners’ Instructions.   
 
Candidates from a recruitment pool must only be appointed once all mandated pre-
recruitment checks have been completed (including redeployment and fixed term 
and casual employee conversion considerations). Recruitment pools do not create 
an entitlement to appointment. 
 
All WA health entities must follow the requirements below when making 
appointments from an approved recruitment pool. 
 

4.1. Eligibility for Appointment 
Appointments may only be made from a recruitment pool where: 

• the pool is active and within its approved duration; 

• the appointment is within the defined purpose and scope of the pool (e.g. 
classification, cohort, service location); 

• the selected candidate has been assessed as suitable through an 
assessment process that is capable of review; and 

• the selected candidate meets all required pre‑employment checks (e.g., 
criminal screening, pre-employment health checks, pre-employment integrity 
checks and working with children checks). 

 

4.2. Conditions for Use 
 
When making appointments from a pool: 

• The recruiting manager must confirm the candidate’s availability, interest and 
suitability for the specific vacancy. 

• All decisions must be transparent, justifiable and documented, including the 
rationale for selecting a candidate from the pool. 
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• Where candidates are not ranked, recruiting managers may select candidates 
based on operational need, candidate suitability and merit, provided decisions 
remain fair, transparent justifiable and properly documented. 

 
A pool must not be used if it is expired, paused, or under review. 
 

4.3. Notification and Communication 
 
WA health entities must ensure: 

• candidates are informed of selection outcomes in a timely and transparent 
manner; and 

• unsuccessful candidates are provided with appropriate communication. 
 

All communication must follow privacy, confidentiality and recordkeeping 
requirements. 
 

5. Management of Pools 

 
Effective management of recruitment pools is essential to ensure their ongoing 
validity, integrity, and alignment with system workforce needs and comply with 
Commissioner’s Instructions 48 (permanent vacancies) and 49 (fixed term 
vacancies).  
 
All WA health entities must manage recruitment pools in accordance with the 
following requirements: 
 

5.1. Currency checks 
 
Regular currency checks must be undertaken to ensure recruitment pools remain 
accurate, relevant, and suitable for ongoing use. 
 
Currency checks must include: 

• Verification of ongoing workforce need, ensuring demand remains consistent 
with the original purpose of the pool. 

• Review of candidate suitability, including confirming: 
o registrations or licenses (e.g. AHPRA) are current 
o work rights remain valid. 

• Confirmation that role requirements have not changed, including duties, 
competencies, or classification level. 

• Validation of assessment records, ensuring documentation remains complete, 
accurate, and available for audit and assurance purposes. 

 
Currency checks must be completed every 6 months. If a pool is found to be no 
longer current or appropriate, it must be paused pending review or closed.  
 
Pools must not be rolled over or extended without written approval from the 
delegated authority, as detailed in section 3. 
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5.2.  Closure  
 
Recruitment pools must be closed when: 

• the approved duration has elapsed; or 

• the workforce need no longer exists; or 

• significant changes occur to the role, competency requirements, or 
occupational cohort; or 

• the pool becomes non-compliant with policy or governance requirements. 
 
When closing a pool, the following steps must be undertaken: 

• Cease making new appointments from the pool. 

• Notify all relevant stakeholders, including recruiting managers and 
Workforce/Human Resource teams. 

• Communicate closure of the pool to candidates, where appropriate. 

• Archive all records in accordance with recordkeeping requirements. 

• Close and archive the pool in applicable recruitment and HR systems. 
 

5.3. Ongoing Monitoring 
 
WA health entities must monitor active pools to ensure they remain compliant, 
effective and appropriately used. 
 
Monitoring must include: 

• Maintaining regular contact with candidates within the pool to confirm 
availability, interest and suitability. 

• Checking the expiration date, ensuring appointments are only made within the 
approved period of the pool’s duration. 

• Undertaking compliance checks against the Public Sector Commissioner’s 
Instructions, WA health employment policies, and the pool’s approved scope. 

• Maintaining the accuracy of an active pool by: 
o removing applicants appointed to permanent positions or who withdraw 

from the pool 
o considering removing applicants when they have declined opportunities 

for appointment, are no longer available for appointment, cannot be 
contacted after reasonable attempts to do so have failed, and/or no 
longer meet suitability requirements of the specified vacancy.   
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