INSTRUCTIONS TO PANEL MEMBERS FOR

RATING AND RANKING QUALIFIED CANDIDATES

1.  The purpose of these instructions and Checklist is to provide you with the information you need to properly serve as a rating panel member for promotion and placement actions processed under Career Referral, Merit Promotion and External Recruitment Procedures.   The goal of the panel process is to objectively evaluate the qualifications of candidates to determine the degree to which they possess the skills, knowledge and abilities needed for successful performance in the position being filled.

2.  Panel members are chosen to be a part of the rating process because of their experience and knowledge related to the job being filled.  Panel members are expected to be fair and consistent.   A Panel Chair should be named and will collect individual score sheets on one consensus sheet.  Score sheets and consensus sheet will be provided to CPAC along with selection.  The purpose of the screening panel is to recommend to the selecting official the top candidates to be considered for the job being filled.  To accomplish this, please refer to the guidelines below and the Checklist attached.

(a) Use only records and materials provided for evaluation.  Avoid biasing the    ratings through personal knowledge of candidates.  Personal knowledge of candidates that cannot be supported by written record cannot serve as a basis for a rating.

(b)  You must treat all information obtained in the rating and ranking panel as confidential.  

(c) As a final precaution for unbiased ratings, you are expected to report any 

management or supervisory officials’ attempt to influence the rating and ranking process directly to the CPAC.

3.  Before the panel meets, the candidates will have been determined qualified for basic eligibility for the position and must meet all legal requirements.  Criteria are developed by management that reflect the paramount needs and requirements of the position being filled.   Appropriate weights may be assigned to each based on their level of importance to the job.    The primary measuring devices will be employee resumes and performance appraisals.  Panel ratings should be based on the consensus.  A consensus rating must be assigned for each element on every candidate, preferably the ratings will be within “1” point.    Discussion of panelist ratings will take place to resolve discrepancies.  

4.  Panel results will be provided to the selecting official in the form of the top rated candidates.  Please refer to the attached checklist for factors to consider during the rating process.  Panel results will be provided to the selecting official in the form of the top rated candidates.  Candidates will be recommended in order of choice based on the number of elements rated superior.  This recommendation will be documented on a Consolidated Rating Sheet and signed by each panelist and the personnel specialist.  

