	[image: image2.png]



	
	Selection Panel Report

Human Resources


PAGE  
	[image: image1.png]



	Selection Panel Report





Position Title:        

School/Directorate/Centre/Institute:        

	RANKING OF INTERVIEWEES

	Name of all Interviewees
	Ranking
(1st, 2nd, unsuitable, etc see below)

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     


Ranking 1, 2, etc. means that the panel is satisfied that the ranked candidates meet all essential criteria and recommends approval by the delegated officer.  The panel also recommends that an offer of appointment be made to the nominated applicant/s in the above order should this be necessary. 

Report to be completed by Chairperson of panel in consultation with all panel members.

	Name of Interviewee:      

     

     

     



	Name of Interviewee:      

     

     

     



	Name of Interviewee:      

     

     

     



	Name of Interviewee:      

     

     

     



Photocopy pages as required.
	PANEL MEMBERSHIP AND CONFIRMATION OF RECOMMENDATION

	Name
	Position
	Signature
	Agree
	Dissent*
	Date

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	


*Dissenting panel members should complete a minority report and attach it to the Selection Panel Report http://www.ballarat.edu.au/aasp/staff/personnel/minority_report.doc.
	Chairperson's Declaration:
	
	Please initial

	I verify that I have sighted the original qualifications and academic transcripts of the applicants interviewed for this position and they confirm information provided by applicants in their applications.  Please attach a copy certified by the Chairperson of the selection panel.  In the case of TAFE Teachers and
	
	

	Educators, please attach a copy of the completed “Teacher/Assessor Profile” (This can be found at http://policy.ballarat.edu.au/forms/Teacher-Assessor-Profile.doc).
	
	


	If Applicable:
	
	

	I verify that I have sighted the original working with Children Check Card.  Please attach a copy certified by the Chairperson of the selection panel and forward another copy to your Head of School/Director.
	
	

	
	
	


	I certify that the selection process has been conducted in accordance with University Policy and Procedure.

Chairperson:


Date:





	APPROVAL OF “DELEGATED OFFICER” (refer to “Delegations – Contracts, Financial, Staffing and Tender Policy”)

I have read the Selection Panel Report and accompanying documentation, and approve that a verbal offer now be made in accordance with the details below.

Authorising Officer:

Date:





Following the Delegated Officer’s approval, and no earlier than 2 working days after the last interview has taken place (in case a complaint is lodged), a verbal offer can be made by the Chair to the preferred applicant.
	LETTER OF OFFER DETAILS FOR NOMINATED APPLICANT - 1st Ranked

	Appointee:      


	Does the appointee have the right to work in Australia?
	· Yes
	· No

	Please sign ‘as sighted’ proof of the preferred appointee’s right to work in Australia (this is compulsory for all appointments) and attach this to the Selection Panel Report.

	Proposed Salary/Classification:      

Please note: TAFE Teacher and some Academic classification levels are dependent on the level of qualifications and/or type of duties required.

	Proposed Commencement Date:      


Please Note: The successful applicant must sign and return the letter of offer prior to commencing employment therefore please ensure all relevant documentation is received by Human Resources at least 5 working days prior to the proposed commencement date.

	Length of Contract/Continuing:      
	Probation Period (if any):      

	Relocation Costs (if any): $AUD     
	Delegated Supervisor:      


	VERBAL OFFER

	I have made a verbal offer of appointment to the successful applicant and it has been accepted under the terms stated in the letter of offer details.  I, or my nominee, have contacted all the unsuccessful applicants who were interviewed, as listed below:

	Name of all Unsuccessful Interviewees
	Date Advised
	Initials

	     
	     
	

	     
	     
	

	     
	     
	

	     
	     
	

	     
	     
	

	     
	     
	

	Chairperson:


Date:
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