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POSITION:


                                                                                          
CLASSIFICATION:

                                                                                          
SALARY:


                                                                                          
CANDIDATE'S NAME:
                                                                                          
HIRING DEPARTMENT:
                                                                                          
MANAGER:


                                                                                          
SELECTION PANEL

MEMBERS:


                                                                                          

DATE OF INTERVIEW:
                                                                                          
FINAL SCORES:

	PRIVATE 
SECTION I
	APPLICATION
	 5 POINTS
	SCORE:

	SECTION II
	TRAINING & EXPERIENCE
	30 POINTS
	SCORE:

	SECTION III
	INTERVIEW/TEST
	45 POINTS
	SCORE:

	SECTION IV
	ASSESSMENT OF PERFORMANCE IN CURRENT/PAST POSITION(S)*

[Reference Checks]

*Enter Weighted Score
	20 POINTS
	SCORE:

	
	
	
	TOTAL:


INSTRUCTIONS FOR USE OF SELECTION EVALUATION FORM
The Selection Evaluation Form is comprised of four basic sections and allows for candidates to be assessed based on their application, education, training and experience, interview/test and past performance (references).

The form is to be used for both internal and external candidates.  All candidates will be interviewed by a panel of two to three members, one of whom will be the immediate supervisor of the position being filled.

	PRIVATE 
SECTION I: 
APPLICATION 


This section assesses the information that the applicant provides, as well as the quality of the application itself.

A maximum of 5 points is available for the rating of the resume and letter which must be submitted by all applicants.

	PRIVATE 
SECTION II:
APPLICANT ASSESSMENT BASED ON EDUCATION, TRAINING AND EXPERIENCE


This section assesses an applicant's education, training and experience against the formal qualifications and requirements established for the position.  

This section accounts for a total of 30 points that can be awarded to an applicant.

To assess internal applicants, refer to the employee's personnel file and resume. To assess external applicants, refer to the resume.  Where clarification of an applicant's education, training and experience is required, this should be obtained during the interview.

	PRIVATE 
SECTION III: 
INTERVIEW


This section assesses the candidate's responses to interview questions and any test devices that are used in the interview process.

This section accounts for a total of 45 points that can be awarded to a candidate.

The development of interview questions, the number of interview questions and the allocation of available points should be determined by the selecting Department Manager/College Head/Department Head or the selection panel.  If a test is incorporated, the remaining points applicable to the interview questions is reduced accordingly.

A primary consideration at this stage of the candidate evaluation is consistency.  To ensure this: 

(
the questions, point allocation and test/assignments must be the same for all internal and external candidates that are interviewed;

(
the individuals assigned to the selection panel must be the same for each interview; and

(
all selection panel members must be present for each interview.

	PRIVATE 
SECTION IV:
ASSESSMENT OF PERFORMANCE IN CURRENT/PAST POSITION(S)


This section assesses the applicant's performance in current and previous position(s).

This section accounts for a total of 20 points that can be awarded to a candidate.

To assess an internal candidate information should be obtained through a reference check with the current Department Manager/College Head/Department Head.  Two internal references, including that of the current Department Manager/College Head/Department Head, should be obtained for an internal candidate.

When assessing an internal candidate, emphasis should be placed on reference provided by the current Department Manager/College Head/Department Head.

To assess an external candidate, the names of three referees should be submitted by the applicant including the current supervisor and one previous supervisor.

To assess an applicant's previous performance, the Department Manager/College Head/Department Head seeks information on the applicant's performance as it relates to standard competencies which apply to all jobs throughout the organization. Please use the Reference Check Template which can be obtained from Human Resources.
SECTION I:

APPLICATION (5 POINTS)

COMMENTS:
POINTS AVAILABLE:  5





APPLICANT'S SCORE:
        
SECTION II:
APPLICANT ASSESSMENT BASED ON EDUCATION, TRAINING AND EXPERIENCE (30 POINTS)
Relevant/applicable education, training and experience within Trent University and other organizations based on personnel file documentation and application.

EDUCATION AND TRAINING:

1.
2.

3. 
TOTAL POINTS AVAILABLE:  15



APPLICANT'S SCORE:
        
EXPERIENCE:

1.
                                                                                                                     

2.
                                                                                                                     
3.
                                                                                                                     
4.
                                                                                                                     
5.
                                                                                                                     
TOTAL POINTS AVAILABLE:  15



APPLICANT'S SCORE:
        
APPLICANT'S TOTAL SCORE:
         OUT OF 30

SECTION III (A):
INTERVIEW, TOTAL POINTS AVAILABLE = 45. IF A TEST IS INCORPORATED, REMAINING POINTS APPLICABLE TO THE INTERVIEW QUESTIONS ARE REDUCED ACCORDINGLY. 
CATEGORY 1:
General Open-ended questions in relation to the general requirements of the position.
QUESTION 1:

Applicant's Response:
                                                                                          

POINTS AVAILABLE:
       




APPLICANT'S SCORE:
        
QUESTION 2:

Applicant's Response:
                                                                                          

POINTS AVAILABLE:
       




APPLICANT'S SCORE:
        
QUESTION 3:

Applicant's Response:
                                                                                          

POINTS AVAILABLE:
       




APPLICANT'S SCORE:
        
TOTAL SCORE AWARDED FOR CATEGORY 1:
            
CATEGORY 2: Questions regarding Technical Skills/ Specific Position Qualifications 
                                                                                                   
QUESTION 1:

Applicant's Response:
                                                                                          

POINTS AVAILABLE:
       




APPLICANT'S SCORE:
        
QUESTION 2:

Applicant's Response:
                                                                                          

POINTS AVAILABLE:
       




APPLICANT'S SCORE:
  
QUESTION 3:

Applicant's Response:
                                                                                          

POINTS AVAILABLE:
       




APPLICANT'S SCORE:
        
TOTAL SCORE AWARDED FOR CATEGORY 2:
            
CATEGORY 3: Behavioural-Based/ Competency Questions – On-the –job Scenarios
QUESTION 1:

Applicant's Response:
                                                                                          

POINTS AVAILABLE:
       




APPLICANT'S SCORE:
        
QUESTION 2:

Applicant's Response:
                                                                                          

POINTS AVAILABLE:
       




APPLICANT'S SCORE:
        
QUESTION 3:

Applicant's Response:
                                                                                          

POINTS AVAILABLE:
       




APPLICANT'S SCORE:
        
TOTAL SCORE AWARDED FOR CATEGORY 3:
            
TOTAL APPLICANT SCORE FOR ALL CATEGORIES:


         OUT OF 45 (No Test/Assignments Administered)

         OUT OF          (Score range is a number out of 45 to be indicated based on weighting assigned to 



test/assignments.)

SECTION III (B):
SELECTION TESTS/ASSIGNMENTS 
Selection Tests/Assignments must be attached along with comments that are relevant.

Test/Assignment

POINTS AVAILABLE:
       

APPLICANT'S SCORE:
       

