PSC Ref:  ………….

Dept. Ref: ………….

Personal and Confidential
Date: ………………………
The Executive Secretary
Public Service Commission
REPORT ON THE SELECTION PROCESS FOR THE 
POSTS/POSITIONS (delete as applicable) OF ………………………………. 
IN THE ………………………DIVISION/DEPARTMENT (delete as applicable) 
WITHIN THE MINISTRY OF ……………………….
Call for applications: 
Government Gazette dated ………….. 




MPO Circular No ……… dated ………….. 




Departmental Circular No …….. dated …………… 




(Delete as applicable)
The Selection Board appointed by the Public Service Commission to process the applications received in connection with the above-mentioned posts/positions (delete as applicable) has to report as follows:

1.
A total of ………. applications were received by the closing date in response to the call for applications.  The applications were vetted according to the eligibility parameters stipulated in the call for applications.

2.
All applicants were considered as eligible and were notified by ……………………. (insert type of communication used) of their interview date and venue.

OR
Out of the applications received, there were ……… applicants who were deemed as ineligible for the reasons indicated hereunder:
	
	Name
	I.D. No.
	Reason for Ineligibility

	
	
	
	

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	


These applicants were informed by ……………………. (insert type of communication used) of the reason for their ineligibility. The remaining ……….. eligible applicants were notified by ……………………. (insert type of communication used) of their interview date and venue.
(Delete as applicable)
3.
There were …….. eligible applicants who withdrew their application (letters of withdrawal are annexed to this report), details of whom are listed hereunder:
	
	Name
	I.D. No.
	Application No.

	
	
	
	

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	


(Delete if not applicable)
There were …….. eligible applicants who failed to attend the interview and were considered as absent - details are listed hereunder:
	
	Name
	I.D. No.
	Application No.

	
	
	
	

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	


(Delete if not applicable)
The remaining ………… eligible applicants attended for the interview and were assessed according to the criteria and weightings approved by the Commission. Details on the sub-criteria and weightings thereon set by the Selection Panel are annexed to this report.
The interviews were held on …………………………

OR

All eligible applicants attended for the interview and were assessed according to the criteria and weightings approved by the Commission.  Details on the sub-criteria and weightings thereon set by the Selection Panel are annexed to this report.

The interviews were held on ………………. 
(Delete as applicable) 
4.
All the interviewed applicants obtained a pass mark - marks obtained are indicated in the Result Sheet annexed to this report.
OR
Of the interviewed applicants, ………… failed to obtain a pass mark and the remaining ……… applicants obtained a pass mark – marks obtained are indicated in the Result Sheet annexed to this report.

(Delete as applicable)
5.
The Selection Board would like to submit the following comments: 
…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………… 
(To be filled if considered necessary; otherwise to be deleted)

Please find enclosed:
(a)
the PSC Declaration Forms (Forms 6 and 7) signed by the Chairperson and Members (Appendices A and B);

(b)
a certified list of all applicants (Appendix C);

(c)
a Statement setting out the sub-criteria and weightings set by the Selection Panel (Appendix D);
(d)
an Assessment Sheet indicating the marks allotted to each candidate under each criterion as communicated by the Public Service Commission and under each sub-criterion set by the selection panel for each approved criterion (Appendix E); 

(e)
the Result Sheet in duplicate (Appendix F); 

(f)
copies of letter/s of withdrawal (if applicable) (Appendices _____).
__________________
__________________
__________________
Chairperson


Member


Member
c.c. Head of Department where vacancy/ies is/are being filled.
