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	The University of
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	Human Resources




	Recommendation to Appoint 


	VACANCY DETAILS 

	Vacancy Reference Number :
	
	

	Position Title:
	
	

	Faculty/Section:
	
	

	


	SELECTION PANEL MEMBERS 

	Co-ordinator:
	
	

	Non-Faculty/Section Member:
	
	

	Other Members:
	
	

	


	NAME OF APPLICANTS INTERVIEWED 

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	 FORMCHECKBOX 
 Please tick if unsuccessful notification is not to be sent until successful applicant accepts offer of appointment.
	

	
	
	
	
	
	
	


	NAME OF APPLICANT/S RECOMMENDED FOR APPOINTMENT 

	
	1.
	
	2.
	

	
	
	
	
	
	
	

	RECOMMENDED CONDITIONS OF APPOINTMENT

	Professional Employees
	
	Academic Employees

	USQ Level:
	
	
	
	USQ Level:
	
	
	

	Step:
	
	
	
	Step:
	
	
	

	
	
	
	
	

	 FORMCHECKBOX 
 Continuing
	 FORMCHECKBOX 
 Fixed Term
	
	 FORMCHECKBOX 
 Continuing
	 FORMCHECKBOX 
 Fixed Term
	

	Probationary Period:
	Duration:
	
	years
	
	Probationary Period:
	Duration:
	
	years

	
	
	months
	Expiry Date:
	___/___/___
	
	
	
	months/years
	Expiry Date:
	___/___/___

	
	Probationary Period:
	
	
	Probationary Period:

	
	
	
	months
	
	
	
	
	months

	
	
	
	
	
	

	Start Date:
	      /           /
	
	
	Start Date:
	      /           /
	

	Supervising Position Title:
	
	
	
	Supervising Position Title:
	
	

	Other Conditions:
	
	
	
	Other Conditions:
	
	

	
	
	
	
	
	
	

	Charge to:

	        Dept ID        Program
    Project (if req)
	
	
	Charge to:
	         Dept ID         Program
        Project (if req)
	

	
	
	
	
	


	SIGNATURES 

	Panel Members:

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Recommending Delegate: (if appropriate)

	
	
	
	         /           /
	
	
	

	

	Approving Delegate:

	
	
	
	         /           /
	
	
	

	
	
	
	
	
	
	


	ATTACHMENTS 

	
	

	 FORMCHECKBOX 
 Position Description

 FORMCHECKBOX 
 Interview Consensus Summary
	 FORMCHECKBOX 
 Recommended Applicant’s Full Application

 FORMCHECKBOX 
 Referee Reports on Recommended Applicant



	

	ADDITIONAL INFORMATION  if required (eg outlining developmental plans for probationary period, reasons for waiving or shortening probationary period etc)

	
	
	

	
	
	

	
	
	

	
	
	

	

	NOTES

	· All information provided is to remain confidential until the outcome of an offer made by the Executive Director, Human Resources is known
· Details outlined on this form must be in accordance with Human Resources Policy and Procedure Recruitment and Selection

http://policy.usq.edu.au/portal/custom/detail/recruitment-and-selection/
· Satisfactory referees’ reports on the nominee must be obtained and attached.  A minimum of two referee checks must be obtained for all advertised positions. 
· In accordance with Human Resources Policy and Procedure  Probationary Appointment, “the Vice-Chancellor approves any shortening or waiving of  a r probationary period for”  In such instances, please complete the “Additional Information” section above
· This form is to be forwarded to your HR Client Service team once completed (including all relevant signatures) and including attachments 
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