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          Shortlisting Grid
This form is a record of the criteria used in shortlisting and should be used in conjunction with the Person Specification details. Please apply only the objective criteria that can be assessed from the written application form when shortlisting.  Other criteria (such as personal qualities) will be assessed by other means (eg. interview).  Please complete and sign the summary form overleaf also.

Post:
________________________________________________ 
School / Section / Institute:  ________________________________________

	Essential Criteria
	Candidate by Number  (ie.( Meets criteria, ( Does not meet criteria)
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	Desirable Criteria
	Candidate by Number  (ie.( Meets criteria, ( Does not meet criteria)
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	Shortlist Decision (ie.( Yes or ( No)


	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


              Shortlisting Summary
Post:
________________________________________________ 
School / Section / Institute:  ________________________________
	No.
	Applicant's Name
	Shortlist
	Reason*

	
	
	Yes
	No
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Shortlisting Completed by:
1.  ______________________  _______________________
2. _______________________  _____________________

(Please provide signatures

     (Sign)


(Print Name)


    (Sign)



(Print Name) 

of all who 


3.  ______________________  _______________________   
4. _______________________  _____________________
have participated)


    (Sign)



(Print Name)


    (Sign)



(Print Name)

Date:  _______________
5.  ______________________  _______________________
6. _____________________ _  _____________________





     
 (Sign)



(Print Name)


    (Sign)



(Print Name)

*Please state the reason the applicant has not been shortlisted. This could include:

· Candidate does not meet essential stated criteria (state which criteria is not met)

· Insufficient information provided on application form

· Candidate does not match criteria as well as other applicants

Note, candidates who have declared a disability must be invited for interview, in line with the University’s Two Ticks scheme.  If you are in any doubt about any of the above, please contact your HR Partner.   Please return this completed form to HR.
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