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	SHORTLISTING FORM

(One form to be completed for each applicant)


When completed, the Chair of the Panel should retain a copy with the Recruitment papers.

	APPLICANT REFERENCE NO:
	

	Post Title
	


	GUIDANCE 

NOTES:


	· Shortlisting must only be carried out using those criteria identified by with an “A” in the Selection Criteria.

· Each Panel Member should initially shortlist individually 

· Where candidate meets criteria put a tick

· Where candidate fails to meet criteria put a cross.

· Each Panel member can make own notes on reasons why applicant not shortlisted for interview – to aid feedback 

· Panel need to come together and discuss 

· Chair of Panel needs to record on his sheet the consensus decision.


	Panel Members
	Shortlisting Criteria 

	
	
	
	
	

	
	
	
	
	Knowledge 

a. …….

b. …….

c. …….

d. …….



	
	
	
	
	Education, Qualifications and Training

e. ……..

f. ……..

g. ………



	
	
	
	
	Experience

h. ….…

i. ………

j. ……..

k. ……..



	
	
	
	
	Skills and Abilities

l. …..

m. …….

n. ……..

o. …….

p. ……



	Shortlist for interview
	YES / NO
	Delete as applicable
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