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1. Introduction  
1.1 Purpose of the Policy 
The purpose of this Recruitment Policy is to establish clear and consistent guidelines for the 

recruitment and selection of staff at Bishop Patteson Theological College. It aims to ensure 

that all recruitment processes are fair, transparent, and aligned with the College’s mission to 

deliver theological education and formation grounded in Christian values and academic 

integrity. 

 

1.2 Scope 
This policy applies to all recruitment activities carried out by Bishop Patteson Theological 

College. It encompasses the hiring of academic, administrative, and general staff, regardless 

of the nature or duration of the position—whether full-time, part-time, temporary, or 

contractual. 

 

1.3 Commitment to Equity, Diversity, and Local Capacity Building 
Bishop Patteson Theological College is committed to promoting equity and diversity 

throughout its recruitment processes. The College values the unique contributions of 

individuals from diverse backgrounds and seeks to create a workplace that reflects the 

richness of the communities it serves. Furthermore, the College is dedicated to building local 

capacity by prioritizing the development, inclusion, and advancement of local talent wherever 

possible, supporting long-term sustainability and community empowerment. 

 

2. Recruitment Principles 
Bishop Patteson Theological College (BPTC) upholds the following core principles in all 

recruitment activities to ensure the appointment of qualified individuals who will contribute 

positively to the College's mission and community.  

 

2.1. Merit-Based Selection 
All recruitment decisions at BPTC are based on merit. Candidates are assessed objectively 

against the selection criteria relevant to the role, including qualifications, experience, skills, 

and alignment with the College’s mission. The most suitable candidate will be selected 

through a fair and competitive process. 

 

2.2.  Transparency and Fairness 
Recruitment processes are designed to be transparent, consistent, and impartial. Clear 

procedures, documentation, and communication ensure that all applicants are treated 

equitably and that decision-making is accountable and open to scrutiny. 

 

2.3. Equal Opportunity and Non-Discrimination 

BPTC is committed to providing equal employment opportunities for all individuals, 

regardless of gender, ethnicity, age, disability, religious affiliation, or other personal 

characteristics. Discrimination, bias, and favouritism have no place in the recruitment 

process. 

 



2.4. Alignment with BPTC’s Mission and Values 
All appointments must reflect and support the mission and values of BPTC as a theological 

institution grounded in Christian faith and service. Candidates are expected to demonstrate a 

commitment to the College’s spiritual, educational, and community-oriented objectives. 

 

2.5 Support for Local and Regional Employment 
The College actively promotes local and regional employment by encouraging qualified 

applicants from the Solomon Islands and the broader Pacific region. This principle supports 

community development and contributes to the strengthening of local capacities within the 

region. 

 

3. Workforce Planning and Needs Assessment 
Effective workforce planning is essential to ensure that Bishop Patteson Theological College 

(BPTC) recruits and retains the right staff to meet its academic, administrative, and 

operational needs. The following processes guide workforce planning and needs assessment 

at the College. 

 

3.2 Annual Staffing Review by College Leadership 
Each year, the College leadership—comprising the Principal, Heads of Departments, and 

relevant administrative officers—conducts a comprehensive review of staffing needs across 

all functional areas. This review evaluates current staff allocations, projected retirements or 

resignations, program growth, and changes in institutional priorities. The outcomes of the 

review inform decisions regarding new hires, internal reassignments, and professional 

development. 

 

3.3 Justification for New/Replacement Positions 
All requests for new or replacement positions must be supported by a formal justification. 

This includes an explanation of the role’s necessity, alignment with strategic goals, expected 

outcomes, and any changes in workload or service delivery that warrant the appointment. For 

replacement positions, details of the previous occupant’s departure and whether the role’s 

functions remain relevant must be clearly stated. 

 

3.4 Budget and Approval Requirements 

Recruitment decisions are subject to budgetary constraints and must align with the College’s 

financial planning processes. All staffing proposals must include cost estimates (salary, 

benefits, and any additional expenses) and be reviewed by the College’s finance office. Final 

approval rests with the Principal or a delegated authority, in consultation with the Finance 

Committee or Governing Council where appropriate. 

 

4. Recruitment Categories 
To ensure the effective fulfillment of its mission, Bishop Patteson Theological College 

(BPTC) classifies its recruitment activities into distinct staff categories. Each category has 

specific qualification requirements and recruitment considerations aligned with the College's 

academic, operational, and spiritual goals. 



4.1 Academic Staff 

This category includes lecturers, tutors, and researchers who contribute directly to the 

teaching, learning, and research functions of the College. 

 Positions: Lecturers, tutors, and research fellows in theology, biblical studies, church 

history, pastoral care, and related disciplines. 

 Qualifications: A minimum of a Master’s degree in a relevant field is generally 

required. A Doctorate is preferred for senior academic positions or research-focused 

roles. 

 Special Considerations: Candidates must demonstrate a strong foundation in 

theological education and, where applicable, alignment with the doctrinal values and 

denominational identity of the College. This ensures that teaching and formation are 

consistent with BPTC’s mission as a theological institution within the Anglican 

tradition. 

4.2 Administrative Staff 

This category encompasses personnel responsible for the management and coordination of 

administrative operations that support the College’s academic and institutional functions. 

 Positions: Office managers, finance officers, registrars, administrative assistants, and 

other support staff. 

 Qualifications: Relevant qualifications such as diplomas or degrees in administration, 

finance, or management, along with proven work experience in a related field. 

Professionalism, organizational skills, and familiarity with educational or not-for-

profit contexts are considered assets. 

4.3 General Staff 

General staff are responsible for essential services that support the daily functioning and 

upkeep of the College environment. 

 Positions: Maintenance workers, groundskeepers, kitchen staff, cleaners, security 

personnel. 

 Qualifications: While formal qualifications may vary, relevant vocational training, 

experience, and demonstrated reliability are key selection criteria. A willingness to 

work in a team-oriented and faith-based environment is essential. 

 

5. Recruitment Process 
BPTC is committed to a fair, transparent, and merit-based recruitment process to attract and 

retain qualified personnel aligned with its mission and values. The recruitment process shall 

follow these key stages. 
 

5.1 Job Description Development 
A comprehensive job description must be developed for each vacant position, clearly 

outlining: 

 Key Responsibilities: The core duties and expectations associated with the role. 

 Minimum Qualifications: Required education, experience, certifications, and 

competencies. 

 Salary Grade: Compensation range based on the organizational pay scale. 

 Reporting Line: Identification of the direct supervisor or department head. 



5.2. Advertisement 
Vacancies will be advertised through appropriate and accessible channels to ensure a wide 

pool of applicants, including: 

 Local newspapers 

 The official BPTC website 

 Relevant community or church networks 

 

5.3. Application Period 
The recruitment window shall remain open for a minimum of two weeks from the date the 

vacancy is first advertised, allowing adequate time for interested candidates to apply. 

 

5.4. Shortlisting 
Applications will be reviewed and shortlisted by a designated selection panel. Shortlisting 

will be conducted strictly against the criteria outlined in the job description to ensure only 

qualified candidates proceed. 

 

5.5. Interview 
Shortlisted candidates will be invited for structured panel interviews. Depending on the 

role, the interview process may also include practical assessments to evaluate job-specific 

skills and competencies. 

 

5.6. Reference Checks 
Before making a formal offer, reference checks will be conducted for all prospective hires. At 

least two referees must be contacted to verify the candidate’s qualifications, work ethic, and 

suitability for the role. 

 

5.7. Selection and Offer 
 The final hiring decision will be made by the Principal for standard positions or the 

Board for senior or strategic-level roles. 

 A written offer of employment shall be issued to the selected candidate, detailing the 

terms and conditions of employment. 

 

6. Employment Terms 
To ensure consistency and clarity in employment arrangements, BPTC outlines the following 

standard employment terms applicable to all new hires: 

 

6.1. Probation Period 
All newly appointed staff shall undergo a probation period of three (3) to six (6) months, 

depending on the nature and level of the position. During this period: 

 Performance and conduct will be assessed. 

 Employment may be confirmed, extended, or terminated based on performance 

reviews. 

 Probationers are expected to meet job expectations and demonstrate alignment with 

BPTC's values and policies. 

 



6.2. Contract Duration 
Employment contracts at BPTC may be offered on the following basis: 

 Fixed-Term Contracts: Issued for project-based or time-bound roles with a specified 

end date. 

 Ongoing (Permanent) Contracts: Provided for long-term roles, subject to successful 

completion of the probation period. 

The type and duration of the contract will be clearly stated in the letter of appointment. 

 

6.3. Conditions of Service and Benefits 
Employees at BPTC are entitled to fair and competitive terms of service, which may include: 

 Remuneration: Salaries will be aligned with the approved BPTC salary structure, 

based on job classification, qualifications, and experience. 

 Housing Allowance: Where applicable, staff may receive a housing allowance or 

accommodation support in line with organizational policy. 

 Leave Entitlements: 

o Annual Leave: Paid leave days allocated per annum, pro-rated during the first 

year. 

o Sick Leave: Leave provisions for illness, supported by appropriate medical 

documentation. 

o Parental Leave: Maternity, paternity, or adoption leave as per legal and 

institutional guidelines. 

 Other Benefits: May include professional development opportunities, end-of-contract 

gratuities, and access to staff welfare initiatives, subject to the terms of employment. 

All conditions of service will be detailed in the individual’s employment contract and 

updated from time to time as per institutional or legal requirements. 

 

7. Record Keeping and Reporting 
BPTC upholds transparency, accountability, and compliance in all recruitment activities. To 

support this, the following standards apply: 

 

7.1. Documentation of the Recruitment Process 

A complete and accurate record must be maintained for each recruitment cycle. This 

includes: 

 Approved job descriptions and advertisements 

 Application submissions 

 Shortlisting criteria and decisions 

 Interview questions, panel assessments, and outcomes 

 Reference check records 

 Final selection justifications and offer letters 

These documents serve as the official record of the recruitment process and ensure decisions 

are based on merit and fairness. 

 

7.2. Secure Storage of Applicant Records 

All recruitment-related documents and applicant information will be: 

 Stored securely, in either physical or electronic formats 

 Access-restricted, limited to authorized HR and recruitment personnel 



 Retained for a minimum of one year after the recruitment process concludes, or 

longer if required by institutional or legal policies 

 Managed in accordance with applicable data protection and privacy regulations. 

 

7.3. Annual Recruitment Report 

An annual recruitment report will be prepared by the Human Resources Office (or 

designated authority) and submitted to the governing body. This report will include: 

 Summary of recruitment activities 

 Number and types of positions filled 

 Demographic and diversity statistics (where applicable) 

 Challenges and recommendations for improvement 

The report ensures institutional oversight and informs future workforce planning. 

 

8. Conflict of Interest 
BPTC is committed to maintaining fairness, impartiality, and integrity throughout its 

recruitment process. To uphold these principles, the following guidelines on conflict of 

interest apply: 

 

8.1. Declaration by Panel Members 

All individuals involved in the recruitment and selection process, including shortlisting and 

interview panels, must: 

 Declare any personal, professional, or financial relationship with any applicant 

that could reasonably be perceived as a conflict of interest. 

 Submit a signed Conflict of Interest Declaration Form prior to participating in the 

selection process. 

Failure to disclose a conflict may result in disciplinary action and may invalidate the 

recruitment outcome. 

 

8.2. Avoidance of Bias or Nepotism 

To ensure impartial decision-making: 

 Recruitment decisions must be based solely on merit, qualifications, and demonstrated 

competencies. 

 Nepotism, favoritism, or any undue influence in the selection process is strictly 

prohibited. 

 Panel composition should be diverse and balanced to minimize bias and encourage 

objectivity. 

Where a conflict is identified, the individual concerned must recuse themselves from the 

relevant recruitment activity. 

 

9. Code of Conduct 
All employees of BPTC are expected to uphold the highest standards of professional integrity 

and accountability. The following code of conduct outlines essential expectations for 

behavior and compliance: 



9.1. Professional Behavior 
Staff must: 

 Conduct themselves in a respectful, honest, and ethical manner at all times. 

 Foster a positive and inclusive working environment by treating all colleagues, 

students, clients, and stakeholders with dignity and fairness. 

 Demonstrate professionalism in communication, decision-making, and conflict 

resolution. 

Any form of harassment, discrimination, or misconduct will not be tolerated and may result 

in disciplinary action. 

 

9.2. Compliance with Policies 

All employees are required to adhere to BPTC’s internal rules and procedures, including but 

not limited to: 

 Attendance and punctuality expectations 

 Dress code standards appropriate to the role and institutional setting 

 Confidentiality regarding sensitive institutional and personal information 

 Responsible use of college resources, including technology, facilities, and materials 

Non-compliance with institutional policies may lead to corrective measures in line with 

BPTC's disciplinary procedures. 

 

10. Appraisal 
BPTC values continuous professional growth and accountability. The appraisal process is a 

key mechanism for supporting staff development and ensuring performance standards are met 

across the institution. 

10.1. Performance Evaluation 

BPTC conducts regular performance reviews to: 

 Assess the quality, consistency, and effectiveness of an employee’s work. 

 Evaluate progress against assigned responsibilities, institutional goals, and 

individual objectives. 

 Recognize achievements and contributions to the college's mission. 

These evaluations are typically conducted annually, or as otherwise determined by 

departmental guidelines. 

 

10.2. Feedback and Development 

Appraisals are designed to be constructive and developmental, providing: 

 Honest and respectful feedback to reinforce strengths and address areas for 

improvement. 

 Identification of training needs, opportunities for professional development, and 

support for capacity building. 

 A basis for career advancement, including consideration for promotions, expanded 

responsibilities, or leadership pathways. 

The appraisal process promotes a culture of learning, growth, and mutual accountability at 

BPTC. 



11. Policy Review 
To ensure the continued relevance, effectiveness, and alignment of the Recruitment Policy 

with institutional goals and legal requirements, the following review provisions are in place: 

 

11.1. Biennial Review or As Needed 
This policy shall be formally reviewed every two (2) years. However, reviews may also be 

conducted as needed in response to: 

 Changes in employment laws or best practices 

 Institutional restructuring or strategy updates 

 Identified gaps or feedback from stakeholders 
 

11.2. Management of the Review Process 
The review process will be led and coordinated by the Human Resources Officer, in 

consultation with the Principal, relevant departments, and legal advisors (as required). 

 

11.3. Approval 
Any revisions to this policy must be submitted to and approved by the College Board 

before implementation. Once approved, the updated policy shall be communicated to all staff 

and stakeholders. 

 

12. Summary  
Bishop Patteson Theological College is committed to upholding a recruitment process that is 

transparent, fair, and guided by Christian values and professional standards. This 

policy serves as a framework to ensure that the college attracts and retains qualified, ethical, 

and mission-aligned staff. By adhering to the principles outlined in this policy—from 

recruitment and selection to performance appraisal and review—BPTC seeks to foster a 

workplace culture of integrity, excellence, and continuous growth. All staff members, 

hiring authorities, and stakeholders are expected to understand and uphold the provisions of 

this policy in support of the college’s mission and strategic goals. 

 


