HOW TO SHORTLIST 
1. On the left-hand side of the grid you will notice that numbers have been substituted to represent applicants (this is to observe best practice methods and equal opportunities). You will also notice there are several columns, which relate to each criterion as described in the “criteria box” on the second page of the shortlisting grid document. There is also a scoring box, which gives you an indication of whether, the applicant has not met the criterion, partially met the criterion, met the criterion or exceeds the criterion. The scoring is listed as 0, 1, 2 and 3 respectively. 

2. The idea is that you look at each application form and decide how far each applicant meets each criterion identified. You should then score it accordingly. (Please refer to example below). Please note the criteria section is based on the “essential criteria” of the person specification for the post. 
3. Remember, it is essential that each applicant meets each essential criterion. However, if you find that all applicants have done so, it is recommended that you look for evidence where the applicant has shown they have also met the “desirable” criteria. Where this is the case, this should be clearly stated in the section allocated for “notes.”

4. The maximum score an applicant could possibly reach in the example below is 18 (if a candidate (s) scores 3 marks for each criterion, these candidates would be called for interview). Those candidates reaching a score of 12 would also be called for interview (assuming that scores of 2 were achieved for each criterion) Bearing in mind that the scoring will vary for each candidate, any candidate scoring below 12 should not be considered for interview. 
5. The “notes” section can also be used to jot down your overall assessment/impression of each applicant as you go along.
HOW TO COMPLETE A SHORT-LISTING GRID (EXAMPLE)
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	10
	Applicant has not sufficiently demonstrated experience of working with children in 1-12years age range. No evidence of work in church setting. Applicant’s details have centred on human resources in the public and commercial sector, therefore no relevance to the post. Unclear as to why applicant has applied for this post.
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