INFORMATION FOR THE PRC AGENCY CHECKLIST - PART 1 
Note: This checklist refers to the “parties to the review”.  These are:

· the candidates who applied for a promotion review and 

· the candidates who were promoted and whose promotion has received a review application.

You should not include information that relates to candidates who are not a party to the promotion review. 
Please provide 3 copies of:

	Duty statement and/or job profile/description.


	ENCLOSED                       □

	An organisation chart showing the position of the job vacancy in relation to other jobs in the area, if available.
	ENCLOSED                       □
NOT AVAILABLE             □

	Selection criteria or other definition of the work-related qualities required for the job vacancy.


	ENCLOSED                       □

	Information that identifies the outcomes to be achieved by the occupant of the vacant job (if not included within the above documents).
	ENCLOSED                       □
NOT AVAILABLE            □

	The selection report, or other document that explains the recruitment decision, including a comparative assessment of candidates.

Note: You will need to delete references to candidates who are not parties to the promotion review.
	ENCLOSED                       □


	Evidence in relation to the standard of work performance and personal qualities of the parties to the review.

	ENCLOSED                       □
NOT AVAILABLE             □

	Details of the assessment or selection methodology as it concerns the parties to the review.
	ENCLOSED                       □



INFORMATION FOR THE PRC AGENCY CHECKLIST - PART 2 
NAME OF DELEGATE

Please complete the following:

Name of the Delegate who made the promotion decision:………………….………...
Delegate’s workplace address…………………………………………………………
…………………………………………………………………………………………
…………………………………………………………………………………………Delegate’s email address:………………………………

Delegate’s telephone no:…………………………………
When making a decision to promote a candidate for a job vacancy, in accordance with sub-section 10(2) of the Public Service Act 1999, merit is the primary consideration.  However the decision maker (delegate) may take into account considerations other than merit in making their decision (for example candidate availability).

Please provide information from your recruitment file of any other considerations the delegate may have taken into account when making the promotion decision(s). 
	Were considerations other than merit taken into account in making the promotion decision?
	YES/NO

	If your answer was YES- 

please provide full information on what other matter(s) was considered or taken into account.
	ENCLOSED □


Please return 3 copies of this page. 
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