
Shortlisting Guidance Notes

The purpose of short-listing is to consider each applicant against the essential and desirable criteria on your job description/selection criteria to identify which applicants meet the criteria and should be called for interview.

All applications should be carefully scrutinized to ensure they are fully and properly completed, checking for the following and exploring further at interview:

· Gaps in employment 

· Reasons for repeated and/or regular/frequent changes in employment 

· Anomalies or discrepancies in information contained within the form 

All applications must be assessed equally against the same criteria, without exception.

Where possible all employment checks should be completed between shortlisting and interview. By doing this, any information about past disciplinary action, allegations or discrepancies can be followed up at interview.

Information from references should be compared with information on the application form to ensure that the information provided is consistent. Any discrepancies should be taken up with the applicant.

Over the page is a shortlisting pro-forma to assist you with the shortlisting procedure. Criteria of the post can be entered down the left hand side of the form and candidates names along the top.  This pro-forma can then be used as the basis for discussion during the short listing meeting.  The panel should compare their views on each candidate until a consensus is reached.

Note: Some application forms are emailed – could you ensure that all unsigned forms are signed at interview.
Shortlisting Pro-forma (1)

	Post:
	
	
	Shortlisters:
	
	_________________________________

	Date of Shortlisting:
	
	_____________________________________


	
	
	_________________________________


The evidence provided suggests that the candidate;  A = fully meets criteria, B = predominately meets criteria,  C = partially meets criteria, D = does not meet criteria or E = there is not enough information to assess suitability.
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	Desirable Criteria
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	


Candidates’ names
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