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Shortlisting Guidance
SHORTLISTING 

Once the advertisement has reached the closing date the Recruiting Manager should collate all applications that have been submitted for the vacancy. These should be anonymised with the candidates personal details removed (including name, address and any details disclosed as part of equalities monitoring) for the purposes of shortlisting to ensure equity and fairness. It is the responsibility of the Recruiting Manager/ interview panel to select the applicants most suitable to attend an interview based on merit of their skills and experiences relevant for the role. The panel should be appropriately trained, consistent and provide balanced representation. 
In a situation where a shortlisted candidate is identified as a relative/close friend of a panel member, it would pose a conflict of interests and potentially jeopardise the fairness and transparency of the recruitment process if they continue to be involved. It is strongly advised that the panel member is substituted for someone at the same or higher seniority to take part in the interview process.
It is recommended that on receipt of each application form the completed Equal opportunities monitoring forms should be assigned a reference number then detached from the application form, but first to indicate on the form whether or not the applicant has declared a disability and details of any adjustments that should be taken into account for the interview/ assessment.  

The applications must be circulated to other shortlisting panel members. Applications are only sent to those involved in short listing and not to other stakeholders or peers. It is essential that all applications are treated as confidential.  There should be more than one panel member involved in the shortlisting and the marking system should be agreed before hand and applied to all.
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Where school’s have adopted the ‘Two Ticks’ accreditation any applicant who meets all of the demonstrable essential criteria, and has indicated that they have a disability must be short listed. 

Candidates must meet all of the essential criteria to be short listed where the essential criteria can be assessed from the application form alone. 
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It is at the discretion of the Recruiting Manager to determine the benchmark for applicants selected for interview based on the desirable criteria in addition to the essential criteria.

The Short listing panel are recommended to use a short listing matrix to score applicants. 
Do not annotate application forms or use any other methods of recording your short listing decisions. 
( You must also check the following:

· Have all sections of the application form been completed?

· Are there any discrepancies in the information provided? In line with guidance on Safer Recruitment any gaps in employment, repeated changes in employment without clear career or salary progression or a mid career move from permanent to supply or temporary work must be noted. If you do shortlist these discrepancies must be explored at interview, however do not assume that gaps or changes in career point to anything sinister, it is quite legitimate to take a career break or change career direction.

· Are references suitable? Please see the section on ‘clearances’ for further guidance or for more information contact Resourcing Solutions at resourcingsolutions@northyorks.gov.uk or 01609 535585. 
Steps to shortlisting:

Using the person specification, list all the requirements of the job on a short-listing grid. It may be helpful to use headings. You should have two sections – one for ‘essential’ criteria and one for ‘desirable’ criteria. 

Use a points or rating system to score candidates against the criteria. For example: 3=exceeds criteria, 2=meets criteria, 1=needs development to meet criteria, 0=fails to meet criteria.  

Using a separate grid for each candidate, go through the application forms and score them against the requirements. It is best practice to have more than one person carry out this procedure, so each person should complete the grid for every candidate; you can then all come together at the end and compare results. 

Once scoring is complete you can immediately discard any applicants that score a ‘0’ on one or more of the ‘essential’ criteria. 

You can then rank those remaining candidates in priority order, highest score first. If you still have a large number of candidates you may want to consider the scoring of the ‘desirable’ criteria. 

You have then arrived at your list of candidates to invite for interview – you should avoid interviewing more than six people for any one job. If you only have one job to fill, interviewing more than 6 people isn’t likely to improve your chances of finding someone suitable.

Dealing with none shortlisted applicants:

It is recommended that you inform those candidates who were not shortlisted for interview that they were unsuccessful. This personal approach means that candidates will be more likely to apply for future roles within your school.

Dealing with shortlisted applicants

Once you have arrived at your list of who to invite to interview, you will need to inform them. You may phone the shortlisted candidates to invite them for the interview but always follow this up by sending out details. This should include:

A letter or email confirming the date, time and venue of the interview. This should also state the name and job title of the person(s) conducting the interview, the expected length and format for the interview, who to ask for on arrival and any other special arrangements.

A list of the documents that they will be expected to bring with them: proof of ID, proof of their eligibility to work in the UK (if appropriate) and original qualification certificates. 

You should also advise if the position is exempt from the Rehabilitation of Offenders act and will require a DBS to be undertaken on the successful candidate.  

You could also include any policy documents that you wish to candidate to be aware of.

You also need to check that the candidates have given permission on their application form to approach their referees as stated in the application form prior to the interview taking place.

If you need any advice or support with your advertising contact Resourcing Solutions at resourcingsolutions@northyorks.gov.uk or 01609 535585
(Applicants have the right to request to see any notes or documentation relating to the short listing of their application.  


�This information is retained for 6 months following the interview date – applicants making a request to view the information would have to do so through the Data Management Team. 
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