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Selection Report Template
Job vacancy details
Guidance note
The vacancy detail section should allow an agency to identify the process and any key gazette information that will facilitate use of any resulting merit list or pool.
	Reference number
	
	Ongoing/non-ongoing
	

	Position number
	
	Division/ Branch/ Section
	

	Job title & classification
	
	Date advertised
	


Attachments to this report
· Attachment A – Individual Assessments
· Attachment B – Referee reports
· Attachment C – Shortlist of all candidates
· Attachment D – Panel Conflict of Interest Declarations
· Attachment E – Job Description / Candidate Kit 
Summary of Conflicts of Interest (COI)
	Panel chair name and position
	
	Any declared COI:
	☐ Yes  ☐ No

	COI mitigation strategy (if required):
	

	Panel member name and position
	
	Any declared COI:
	☐ Yes  ☐ No

	COI mitigation strategy (if required):
	

	Panel member name and position
	
	Any declared COI:
	☐ Yes  ☐ No

	COI mitigation strategy (if required):
	


I confirm that any declared conflicts of interest have been reviewed and that appropriate mitigation strategies have been approved prior to the commencement of the shortlisting process. Completed COI declaration forms are as Attachement D.
	Delegate name and position
	


Summary of assessment methods
This section should outline what assessment methods were used, and the work-related qualities each selection tool was used to assess.
	Assessment method
	Work related qualities assessed through method

	Eg. Application/ CV
	Written communication, attention to detail

	Eg. Work sample test
	Analytical skills, problem solving, written communication

	Eg. Interview
	Technical knowledge, ability to contribute to team performance

	Eg. Referee check
	Stakeholder engagement, confirming findings from interview


Summary of AI usage 
Where AI was used during the recruitment process, this section should outline how it was used, including the tools used, the stage/s it was used, the work-related qualities it supported assessing. It should also outline the human oversight, review and decision-making applied throughout the process. 
	AI usage

	Eg. AI (Copilot) was used to support the preparation of recruitment documentation, including candidate correspondence and recruitment process materials. This was focussed on improving readability and consistency in communications. Human review was undertaken before use of any documentation. 


Selection panel recommendations
Guidance note
This section should clearly outline the panel’s recommendation on any preferred candidates, and who is suitable to go into the merit list or pool. Recommendations on immediate job offers do not need to be completed if no immediate offers will be made to candidates (for example, if the recruitment is being undertaken to form a merit pool only with offers to be made at a later date as vacancies become available).
1. Immediate vacancy
The panel recommends the following candidate(s) are offered a position:
	Candidate name
	Classification
	Position number
	Rationale

	
	
	
	

	
	
	
	


2. Formation of merit list or pool (if applicable) and summary of shortlisted candidate suitability
Guidance note
Merit lists or pools may be used to fill subsequent or similar vacancies within 18 months of the gazette notification advertising the vacancy. 
	The panel recommends that a merit list/merit pool is formed. Tick which type of merit list pool is to be created. Definitions of merit lists / pools. 
	Ranked merit list
☐
	Ranked merit pool
☐
	Merit pool
☐
	NA
☐


This section should clearly summarise how candidates have been rated following being shortlisted, interviewed and assessed from any other assessment methods. 
Guidance note
*Where you are establishing ranked merit list or pool, all candidates must include a rating (for example, 1 to 5 or highly suitable, suitable or not suitable). 
	Candidate name
	Suitability rating
e.g. Highly suitable/Suitable / Not suitable or ranking
	Place in merit pool or list

	
	
	☐ Yes
☐ No

	
	
	☐ Yes
☐ No

	
	
	☐ Yes
☐ No


Selection panel endorsement
The panel’s endorsement is to confirm the report, and its outcomes are an accurate representation of the process.   
	Panel chair name:
	


	Panel chair signature:
	
	Date:
	

	Panel member name:
	


	Panel member signature:
	
	Date:
	

	Panel member name:
	


	Panel member signature:
	
	Date:
	


Delegate’s declaration and approval of outcomes
I confirm that I have reviewed the recruitment selection report and I am satisfied that the process was conducted in accordance with the Public Service Act 1999 and relevant internal policies and procedures
	Delegate name and position
	

	Delegate signature
	
	Date:
	


I have reviewed the information contained in this report and:
	Approve the appointment of the recommended candidate/s to the specified positions: 
	☐ Yes
☐ No

	Approve the proposed merit list / pool:
	☐ Yes
☐ No

	Comments:
	


	Delegate signature
	
	Date: 
	





Attachment A - Individual Assessments
Guidance note
The individual assessment section should document the individual assessment for each shortlisted candidate. An individual’s assessment can be used by the panel to inform feedback, and agencies may decide to provide copies to the candidate on request. The assessment should be factual and evidence-based, including constructive observations on any areas for improvement. Panels should also make distinctions and comparisons between candidates.
The assessment must be based on the relationship between the candidates' work-related qualities and the work-related qualities genuinely required to perform the relevant duties. The job advertisement, candidate package and role description are key source documents for determining what selection panels should be assessing.   
	Candidate name:

	Panel’s assessment comments

	Summary of panel’s findings, providing examples to justify the assessment decision.

	Referee comments collected?
	Y / N

	Summary of referee comments – did the referee comments confirm the panel’s assessment of the candidate through out the process.

	Overall rating
	Suitable / Not Suitable





Attachment B – Referee reports


Attachment C – Shortlist of all candidates
Guidance note
The shortlist of all candidates should document the process and assessment undertaken by the panel to determine which candidates progressed to the next stage of the recruitment process. 





















Attachment D – Panel Conflict of Interest declarations
The panels need to declare if they have a conflict of interest and mitigation to minimise potential bias and ensure its outcomes are an accurate representation of the process. Completed conflict of interest forms and agreed mitigations must be attached to the selection report (if required).     
*Guidance note
By declaring the conflict of interest, panel members acknowledge they have made their best efforts to mitigate the declared conflicts.


















Attachment E – Job Description / Candidate Kit
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