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	Checklist of Selection Panel Responsibilities
Human Resources


Responsibilities of Chairperson

	1. Arrange distribution of applications, position descriptions and other documentation to members of the selection panel.

	 FORMCHECKBOX 


	2. Convene and chair meetings of the selection panel.

	 FORMCHECKBOX 


	3. Coordinate the shortlisting of applicants for interview based on the selection criteria.

	 FORMCHECKBOX 


	4. Complete the “Shortlisted Applicant Summary” and forward to Human Resources.

	 FORMCHECKBOX 


	5. Ensure that all Panel members know their right to record their views in the Merit Selection panel Report which contains the panel’s recommendation(s), and also their right to submit a minority report.

	 FORMCHECKBOX 


	6. Selection panel agrees which member will provide feedback to the candidates.  (Usually this is the Chair of the panel.)  All questions from candidates will be referred to this agreed member.

	 FORMCHECKBOX 


	7. Each panel member has had the opportunity to represent the views of their constituency/area of responsibility during panel deliberation, and in context of what unfolds throughout the process, provide their own views to the panel.

	 FORMCHECKBOX 


	8. Co-ordinate the collection of referee feedback, on the pro-forma provided by Human Resources.

	 FORMCHECKBOX 


	9. Ensure that the Selection panel report is completed, including approval of Delegated Officer, and signatures of panel members.

	 FORMCHECKBOX 


	10. Ensure agreement on nominated panel member (usually the Chair) to contact recommended candidate has been reached.

	 FORMCHECKBOX 


	11. Provide feedback to unsuccessful candidates which reflects the panels views as a whole.

	 FORMCHECKBOX 


	12. Ensure copies of applications, etc. used by selection panel members are collected and confidentially shredded.

	 FORMCHECKBOX 


	13. Ensure completed Selection Panel Report is forwarded to Human Resources.

	 FORMCHECKBOX 



Responsibilities of all Selection Panel Members
	1. Requirement for confidentiality and security of written documents.

	 FORMCHECKBOX 


	2. Each panel member has completed the approved recruitment selection training requirements.

	 FORMCHECKBOX 


	3. All shortlisted candidates meet all of the advertised essential selection criteria.

	 FORMCHECKBOX 


	4. All selection panel members agree to questions related to the advertised selection criteria prior to interviews commencing.

	 FORMCHECKBOX 


	5. Similar questions asked of all candidates in relation to the selection criteria.
(Follow up questions may vary in the way they seek follow up answers.)

	 FORMCHECKBOX 


	6. Care has to be taken to ensure no discrimination in relation to EEO requirements.

	 FORMCHECKBOX 


	7. All panel members have been afforded the opportunity to express their views in relation to the decision making process.

	 FORMCHECKBOX 


	8. Referee reports have been considered in the decision making process (minimum of two).

	 FORMCHECKBOX 


	9. Original Qualifications have been sighted.

	 FORMCHECKBOX 
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