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Employee Selection – Guidelines for Panels
These Guidelines have been prepared to assist panels in the selection process.  For more detail on these procedures, panel members should refer to the USQ Selection Guide and Human Resources Policy Manual, Part D "Recruitment and Appointment".

	SELECTION PANEL

	The Selection Panel provides a recommendation to the relevant Dean or Director and/or Divisional Head or other approving authority.  Panels must have a minimum of two members with normal interview panels comprising three persons including:

· at least one member of the Faculty/Section recruiting for the vacancy;

· one member from another Faculty/Section.

Further members able to provide specialist knowledge may also be included.  The Director, Human Resources may choose to add a Human Resources representative/s.

Men and women must be represented on all panels.  All panel members (with the exception of specialists external to the University) must have been trained in Staff Selection Skills.  USQ panel members, in particular the Panel Co-Ordinator, must take responsibility for the actions of 'external' members serving on panels.  NB:  The Panel Co-Ordinator is responsible for ensuring correct and consistent completion of all documentation including shortlisting summary forms, interview consensus forms, appointment forms etc.


	DEFINING SELECTION CRITERIA

	No fewer than three working days following the closing date for applications, the panel must meet to discuss the requirements of the job and to clarify the criteria for selection.  In order to promote consistency and equity, these criteria should follow the format shown in the Selection Criteria section of the Position Description which covers education, experience, job knowledge and critical competencies.

Weighting of Criteria

Panel members should consider the relative importance of each criterion.  This will ensure appropriate attention is given to the most important dimensions and that panel members do not have widely different perceptions of the position requirements before the shortlisting process begins.  Panels may choose to use a simple method by specifying only the "Essential" requirements.  If, however, the panel wishes to more clearly define the relative importance of each criterion, it is suggested that the following scale be used:

A = Essential

B = Desirable

NB:  The Panel Co-Ordinator is responsible for the accuracy of this information, in line with the Position Description/s and Advertisement.




	SHORTLISTING

	All members of the selection panel must be involved in the shortlisting process.  To carry out shortlisting, panel members will require:

· copy of the position description (with selection criteria defined and weighted);

· copy of the recruitment advertisement;

· shortlisting summary form(s) for each panel member;

· original application from each applicant.

Each panel member is to independently read each application and rate them all on the Shortlisitng Summary forms.  As application forms and CVs may not contain information on all the job requirements and because many of the personal skills/abilities may be difficult to assess from a written application (eg communication, interpersonal skills) ratings need only be applied where they exist on the essential and desirable criteria where less subjective judgements can be made (ie education, experience and job knowledge).  Whichever shortlisting procedure the panel adopts, it must be applied consistently across all applications.  All criteria must be put into A and B categories.  However, panels may delay rating in these areas until interview assessment can be made.

When individual assessment has been completed, the panel should meet to reach consensus on those applications to be included on the shortlist.  Completed shortlisting summaries are to remain in the vacancy file with applications.  Applicants rejected at the shortlisting stage will be notified by Human Resources that they have been unsuccessful, unless the panel specifically requests for this not to occur in special cases.

	PLANNING INTERVIEWS

	Following agreement on the shortlist, panel members should complete the USQ Shortlist Consensus Summary (Blue) at which time details regarding interview date, times, duration and format must be decided.  These details should be confirmed with reception staff.

Preliminary planning regarding who will cover which criteria at interview will assist members in preparing their structured interview.


	REFEREE REPORTS

	The Selection panel must decide upon:

1. method of collection of referee reports (for instance, in writing or through oral (telephone) reference reports)

2. when referee reports will be sought (before or after interview).

Following the interview, a minimum of two (2) referee reports must be obtained for the recommended applicant.  If the panel chooses to use written reference reports, details should be organised with Human Resources staff and adequate time provisions (ie 3 weeks) be made prior to interview date to allow referees adequate time to respond.  Two Oral Reference Report forms are included in the outside faculty/section member's file.  To be effective, referee reports must focus on the selection criteria.


	THE INTERVIEW

	Each panel member will receive the following documentation for interviews:

	· interview schedule

· summary printout of applicants

· advertisement

· position description

· shortlisted applications/CVs
	IN ADDITION, THE PANEL CO-ORDINATOR RECEIVES:

· Completed panel members' shortlisting ratings (to ensure accurate transfer of criteria and weightings)

· Interview Summary Forms (pink)

· Interview Consensus Rating Form (green)

· Oral Reference Reports (Academic - grey) or (General - lilac)

· Recommendation to Appoint Staff Form (yellow)

· Academic and General Staff Pay Rates

· Tenure Probationary Form (tenured, academic positions only - lilac)

	Interviewers will have prepared a structured interview plan designed to address specific competencies and criteria for selection.  Each applicant must have the same opportunity to address each of the selection criteria.  At the conclusion of each interview, panel members are to individually rate each candidate on each criterion, using the numeric rating scale 1-5 as defined on the Interview Summary Form (pink).  In deciding a suitable rating, interviewers should review their notes on applicant responses to each question.


	PANEL DECISION MAKING

	The panel should use all available information in making its decision.  Consequently, each member should have access to all information, including any referee reports.  Individual ratings should be discussed amongst the panel, and where differences occur, each member should state reasons for the rating.  Panel consensus should be reached on each candidate and then recorded on the Interview Consensus Rating form.  Members are encouraged to make qualitative comment on the consensus form relating to the relative strengths and weaknesses of each application.  Such comments will be required to justify a recommendation and form the basis of any feedback.

If the selection panel fails to agree on the most suitable applicant or on any other significant point, the dissenting member may submit a report which should accompany the usual appointment documentation.

At the conclusion of the decision making process, the panel co-ordinator shall collect all applications and interview material, seek the necessary approvals, and return to Human Resources reception.


	RECOMMENDATION/APPOINTMENT FORMS

	The Panel Co-ordinator will arrange for the accurate completion of the documentation in consultation with the outside faculty/section member on the panel.  Documentation will include:

· Recommendation to Appoint Staff (yellow)

· Interview Consensus Rating (green)

· Individual Interview Summary forms (pink)

· Recommended candidate's application and CV

Referee Reports for the recommended candidate (written or Oral Reference Report forms)


	Enquiries regarding the content of these guidelines or recruitment in general should be directed to the

Human Resources Department.  Recruitment staff are available should panel members require procedural guidance.
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