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Please note that Human Resource Services will send auto email updates to the following categories of applicants at the appropriate times in the recruitment process:

· Non-shortlisted candidates

· Interviewed, but not appointed candidates

It is important therefore for this information to be provided as early as possible to your HRS team’s generic email and that duplication of this advice is not provided to candidates by the employing area.

This will not replace the expectation that the Chair of the Selection Committee will personally inform each unsuccessful candidate who was interviewed.

This is a Word document and may need to be modified/reformatted if you wish to type straight into it.

PART A: Shortlisting Report 

	Faculty/Division/Directorate:
	

	Position Title:
	

	Position No.
	

	Date of advertisement:
	

	Closing date:
	

	No. of applications received:
	

	Shortlisting Committee members:
	Chair –

Others – 
	


Reason for the vacancy:



[eg. new position established for project x ….replacement for person y]

Selection Criteria 

(as set out in the Academic Classification Standards/Position Description/Advertisement)
Shortlisting meeting date/s:
____/ ____/ _______,

____/ ____/ _______

   See attached comments/matrix (Form 9.06c) for assessment of ALL applicants 

(you may delete the table below);  OR 

   See Assessment of Applicants below. 

Assessment of Applicants:
	No.
	Applicant

Name
	Comments – 
detail selection criteria met or not.
	Interview?

Yes/No

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	

	5.
	
	
	

	6.
	
	
	

	7.
	
	
	

	8.
	
	
	

	9.
	
	
	

	10.
	
	
	


	Applicants to be Interviewed:
	Mode of interview: 
(on-campus, teleconference, videoconference)

	1. 
2. 

3. 
	· 

	Seminar Topic (if applicable)
	


Referees reports to be sought, in writing, prior to interview (where desired)?   Yes   /   No
Date of interview:
____/ ____/ _______

An email list of candidates who are to be interviewed, should NOW be sent to Human Resource Services so that non-shortlisted applicants can be advised promptly. Should you elect to submit the shortlist report at this time, note that this will be checked and approved when the final full Selection Committee Report is submitted.

PART B: Interview and Decision Making 

	Selection Committee members:
	Chair – 

Others
	


Discussion on Candidates  

[Show appointability against selection criteria only – not ranking or comparative comments at this stage]
1.  [Applicant’s Name] – discussion … 





         APPOINTABLE / NOT APPOINTABLE

2.  [Applicant’s Name] – discussion … 






         APPOINTABLE / NOT APPOINTABLE

3.  [Applicant’s Name] – discussion … 






         APPOINTABLE / NOT APPOINTABLE

Further Comparative Discussion and/or Ranking:

[compare candidates here for ranking]

Referees Reports:

[comment on referees’ views – obtained by phone?  in writing?...]

PART C: Recommendation to Appoint

This Part becomes the Cover Sheet to the Vice-Chancellor

I recommend to the Vice-Chancellor that offers of appointment to the 

position of  _______________________________________ 

in the School of  ___________________________________ 

in the Faculty of ___________________________________ 

be made to the following people:

	Rank
	Name

	1
	[NAME]

and if this person declines, to

	2
	[NAME]

and if this person declines, to

	3
	[NAME]


The following applications have not yet been ranked, and may be reconsidered if an acceptance is not received.  Hold these applicants for further consideration:
	
	1st Ranked

[Name]
	2nd Ranked

[Name]
	3rd Ranked

[Name]

	Educational Qualifications
	
	
	

	Was a PhD required in the selection criteria?
	Yes   /   No
	
	

	Does the appointee have a PhD? 
	Yes   /   No
	Yes    /   No
	Yes    /   No

	Salary Level 

(Base + ?)
	
	
	

	Justification 

(if higher than Base)
	
	
	

	Fraction 

(if less than full-time)
	
	
	

	Commencement Date (if known)
	
	
	

	Market Loading? (Only if approved and specified in advert.)
	No   /   Yes - ___%
	No   /   Yes - ___%
	No   /   Yes - ___%

	Probation to Apply?

(see probationary criteria below, if yes)

N.B. Fixed term appointments can only include a 12-month Mandatory Probation period.
	Yes   /   No
	Yes   /   No
	Yes   /   No

	1. Required to complete the TLC “Teaching Flexibly at UNE” program.
	Yes   /   No
	Yes   /   No
	Yes   /   No

	2. Successful completion of Graduate Certificate in Higher Education or equivalent.
	Yes   /   No
	Yes   /   No
	Yes   /   No

	3. Other qualification requirements (e.g. PhD) see policy for guidelines.
	
	
	

	4. Teaching requirements?
	
	
	

	5. Research requirements? 
	
	
	

	6. Service requirements? 
	
	
	

	7. Any other requirements? 
	
	
	


Please note that advice of the outcome of this recruitment process cannot be communicated to any applicants until the Selection Committee report has been approved by the Vice-Chancellor.           


Chair of Committee:
    

 ____/ ____/ _______

            
Signature
Name

Dean signature: 

Date: ____/ ____/ _______  
                   

PART D: Deputy Vice-Chancellor (Academic) 

(for waiving probation)

I hereby waive any probationary period.

Signed: 
             Date: ____/ ____/ _______


Pro Vice-Chancellor (Academic)


PART E: Vice-Chancellor (for approval)
I hereby approve the Selection Committee’s recommendation/s.

Signed: 
              Date: ____/ ____/ _______


Vice-Chancellor  

PART F: Human Resource Services
1. The Selection Committee Report 

complies with UNE policy. 

  Date:  ____/ ____/ _______
2. Documentation checked and correct:     

  Date:  ____/ ____/ _______
3. Letter of offer sent:    

  Date:  ____/ ____/ _______
4. Acceptance received: 

  Date:  ____/ ____/ _______

Commencement date:
Date: ____/ ____/ _______

Visa requirements checked – Nomination required ?                 Yes   /   No
5. Confirmation letter sent: 

  Date:  ____/ ____/ _______
6. Employer Nomination – lodged:

  Date:  ____/ ____/ _______

approved

  Date:  ____/ ____/ _______

advice sent

  Date:  ____/ ____/ _______
7. Induction held:

 Date:  ____/ ____/ _______
8. Data entered into Concept: 

  Date:  ____/ ____/ _______
9. Travel/removal costs reimbursed:

  Date:  ____/ ____/ _______
10. File


