APPENDIX 5

	NAME OF SCHOOL
RECRUITMENT SUMMARY SHORTLISTING GRID

	Position Title:
	
	Grade:
	

	Date Shortlisting Undertaken:
	
	Advert Reference No:
	


	Shortlisting Panel Members: *
	Applicant Names

	1.  <insert name>
	1. 

     
	2. 

     
	3. 

     
	4. 

     
	5. 

     
	6.

     

	2.  <insert name>
	
	
	
	
	
	

	3.  <insert name>
	
	
	
	
	
	

	Person Specification Criteria
	E  
	D
	Please insert the appropriate assessment code

FM = fully met          PM = partially met          NM = not met

	Qualifications
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	Experience
	√
	
	
	
	
	
	
	

	1.
	
	
	
	
	
	
	
	
	

	2.
	
	
	
	
	
	
	
	
	

	3.
	
	
	
	
	
	
	
	
	

	4.
	
	
	
	
	
	
	
	
	


	Person Specification Criteria
	E  
	D
	Please insert the appropriate assessment code

FM = fully met          PM = partially met          NM = not met

	Skills, Knowledge & Understanding
	
	
	
	
	
	
	
	

	1.
	
	
	
	
	
	
	
	
	

	2.
	
	
	
	
	
	
	
	
	

	3.
	
	
	
	
	
	
	
	
	

	4.
	
	
	
	
	
	
	
	
	

	5. 
	
	
	
	
	
	
	
	
	

	Other Job specific requirements


	
	
	
	
	
	
	
	

	1.
	
	
	
	
	
	
	
	
	

	2.
	
	
	
	
	
	
	
	
	

	3.
	
	
	
	
	
	
	
	
	

	4.
	
	
	
	
	
	
	
	
	

	5.
	
	
	
	
	
	
	
	
	

	6.
	
	
	
	
	
	
	
	
	


Select the competencies you are assessing against from the job and person spec. List these in the box provided. Underneath the number relating to the competency in the main body identify whether it is an essential or desired requirement by “E” or “D”. NB: If candidates do not meet essential criteria it is not a requirement to assess them against desired criteria.

Score candidates by the following;
2
Fully meets criteria

Demonstrates a significant knowledge and experience of competency or skill required




 
1
Partially meets criteria
Demonstrates some knowledge and experience OR good knowledge but little or no experience of competency or skill required





0
Does not meet criteria
Demonstrates little or no significant knowledge or experience of competency or skill required

	Chair of

Panel:
	
	Panel

Member:
	     
	Panel Member:
	     
	Date:
	     


* Please indicate which panel member/s holds the Certificate in Safer Recruitment
1

