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Checklist for Panel Co-ordinators


In order to comply with various industrial and equity legislation, the following checklist has been developed to assist the Panel Co-ordinator after the interviews have been completed.
	INTERVIEW CONSENSUS REPORT

	 FORMCHECKBOX 

Fill out Interview Consensus Summary Form (green)

The Interview Consensus Form (green) MUST be completed and signed by ALL Panel members before an offer of appointment letter is sent out.

 FORMCHECKBOX 

Fill in Section 1 as it is essential (Consensus Summary Report)

Each applicant MUST be ranked, circled as appointable or not appointable and comments written relating to each candidate's suitability (or unsuitability) for the position.

If this section and section 2 are not completed the forms will be returned to the Panel Co-ordinator and the appointment process will be delayed.

 FORMCHECKBOX 

Section 2 is also essential (Interview Consensus Rating)
Completion of this section is essential.  Panel Members are required to record their consensus ratings as further justification of the merit of each applicant against the selection criteria.

 FORMCHECKBOX 

Check to see if ALL Panel Members have signed the form.
Panel members are required to sign the form.  If all signatures are not present, it will be returned to the Panel Co-ordinator and the appointment process will be delayed.

	REFEREE REPORTS

	 FORMCHECKBOX 

Obtain Referee Reports
Ideally, oral referee reports should be sought by the panel as a group but if this is not possible, the Panel Co-ordinator should obtain oral referee reports, complete the Oral Reference Report form, sign it and attach a copy of the applicant's CV.

 FORMCHECKBOX 

Check to see if ALL Panel Members have signed the reports.

Panel members are required to sign each referee report.  If all signatures are not present, it will be returned to the Panel Co-ordinator and the appointment process will be delayed.

	RECOMMENDATION TO APPOINT

	 FORMCHECKBOX 

Second Candidate
The Panel may suggest a 'second' candidate for appointment in the event the 'first' candidate declines.

NB:  ALL applicants are notified at the same time, of their success or otherwise.  The Panel may request Human Resources to HOLD advice to a 'second' choice until advice is received from the 'first' choice.

 FORMCHECKBOX 

Fill in Salary Step

It is University practice to appoint at Step 1 within a Level.  However, if the Panel has sufficient evidence to support appointment at a higher step, the Panel must include this evidence with its recommendation.

NB:  If a part-time/temporary person is appointed, the increment date will be the date upon which they began at the University (ie not the date on which they start in the advertised position.)

 FORMCHECKBOX 

Fill in Start Date (Approx)
The Panel may suggest an approximate start date.  If this date must be adhered to for any reason, please advise Human Resources and this will be conveyed to applicants.  It is normal practice to negotiate start dates.

The 'Recommendation to Appoint Staff' form must contain the appropriate signatures.  If all signatures have not been obtained, the form will be returned to the Panel Co-ordinator and the appointment process will be delayed.

 FORMCHECKBOX 

Please check ALL sections of this form are complete.

	OFFER OF EMPLOYMENT

	The Group Manager, Human Resources & Corporate Services is the ONLY person authorised to make formal offers of employment, in writing.  (Unauthorised written/verbal offers and undertakings can have serious implications for the employment relationship).  The Panel's decision MUST remain confidential until a formal written offer has been approved.
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