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Equal Employment Opportunity and No Smoking are 
University Policies 

     
    Human Resources@ 

Source: Human Resources  
Form 7.06a   

Created: 28 September 2004 
Modified: 28 September 2004 

 

Division/Office:_________________________          Budget Unit:______________________ 

Position Number:____________  Title:____________________________________________ 

Date of meeting: ___ /___ /____ 

Selection Committee members present:   

 
 __________________________________ (Chair) 

 __________________________________ (Dean of Division) 

 
 __________________________________ ) 2 or 3 

 __________________________________ ) Division Representatives 

 __________________________________ ) 

 
 __________________________________ ) 2 or 3 

 __________________________________ ) Non-cognate members 

 __________________________________ ) 

 
Apologies:__________________________________ 

 
Equal Employment Opportunity Officer present?  YES    NO  

 
Term of Appointment:  

Continuing  Fixed Term: Date From ___ /___ /____   Date To ___ /___ /____ 

Full Time  STET/Fractional ____% 

Closing date of advertisement: ___ /___ /____ 

No. of Applications: ________ 

No. on whom referees reports were sought:  _________ 

(Attach list of non-refereed applicants with reasons why referees reports were not called.) 

No. of applicants shortlisted:  ___________ 

(Attach list of non-shortlisted applicants with reasons as to why they were not shortlisted.) 

 
Establish Selection Criteria  

(as set out in advertisement) - List essential and desirable: 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 
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Determine Appointability 

Please write here a brief description of all applicants who have been shortlisted to this point 
(ie. all applicants who have not been covered in the attached listings of non-shortlisted 
candidates), and record against each name whether the person is found appointable or not-
appointable and why. 
 
___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 
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Rank Appointable Applicants 

Briefly discuss appointable applicants in terms of the criteria outlining comparative reasons for 
ranking:  
___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

 
RECOMMENDATION: 
 
It is RECOMMENDED that the following applicants be offered appointment, in succession, to 
the above position in terms as shown: 
 

 Name 
Level 
e.g. 
A/B 

Salary 
point 

Term 
Continuing, F/T, period? 

Probation
* YES/NO 

Accepted 
/ 

Declined 
1       
2       
3       
4       

5       
6       
7       
8       

 
  * - Probationary criteria are attached. 
  Academic Staff Appointment Form attached for Applicant to be offered appointment 
 
All other applicants not ranked above to be told they are unsuccessful?  YES    NO  
 
Hold the following applicants for possible reconsideration, should any of the above ranked 
people decline: 
 
___________________________________________________________________ 

 
Signed: 
 
_______________________ _______________________  ___ /___ /____ 
Head of Division    Chair of Committee   Date
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Probationary criteria: 
 
Write down the instructions from the Committee to each appointable candidate the Committee 
places on probation to follow on from - “In order to satisfy probationary requirements, the 
appointee will need to.............:” 
 
___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

 

HR USE ONLY 

 

HR Officer: 

Papers attached and correct: __________________  Date  ___ /___ /____ 

 

Deputy Vice-Chancellor (Academic): 

 

 Approved: _______________________________  Date  ___ /___ /____ 


