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SHORTLISTING FORM – Essential CriteriaPRIVATE 

This form is designed to facilitate the process of shortlisting applicants for interview.  It will help to ensure that applicants are compared, fairly and equally, with the person specification.  Shortlisting must be based only on the information provided in the application and not on any personal knowledge a Panel Member has of an applicant.  Panel members must declare to the HR Department if they know any applicant and how they know the applicant.

Key: please enter, below, all essential criteria as stated on the Person Specification (please continue on an extra sheet if you have more than 16 items of essential criteria or more than 10 applicants).
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	Mark a TICK or a CROSS for each candidate to indicate whether they meet each of the above Essential Criteria based on the information provided in their application only. 
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Please note that candidates who do not meet the essential criteria can not be shortlisted, unless the criteria can only be assessed through interview, eg verbal communication skills.  The University is an adherent of the Disability Symbol  (commonly known as the two ticks scheme).  The University is committed to ensuring any applicant who considers themselves to have a disability and who meet the essential criteria on the person specification will be guaranteed an interview.
All Shortlisting paperwork must be returned to the HR Directorate 15 working days before actual interviews take place as candidates must be given 10 working days notice of the interview date.  If you wish to return paper work in a shorter time period, authorisation must be sort from your Link HR Manager.
