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SHORT LISTING SCORE SHEET
District/Circuit/Church     
	Job Title:
	
	Candidate’s Name: 
	

	Panel Member’s Name:
	
	Date of Shortlisting:
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Please read this guidance on shortlisting before scoring.

· Each member of the panel should assess each one of the requirements against the information provided on the application form and score each candidate accordingly. 

· Candidates who do not meet an essential requirement should not be shortlisted. Do continue to keep scoring that candidate in case they ask for feedback.  
· Do record what evidence you found to support your decisions. This will help you recall why you scored as you did during the short listing panel discussions, particularly as others may have interpreted information on the application forms differently.

· Do record your total scores for each of the four attribute areas on the individual shortlisting score sheet. Scores should then be added up and the total used when making a decision on who to shortlist for interview.
· Do be aware that candidates may ask to see their score sheets under the Data Protection Act.
· If no of the candidate meets all of the essential criteria you will need to reassess the needs of the post.
Scoring – candidates should be scored as follows:
	Clear evidence that a candidate meets an ‘Essential requirement’
	2
	Some evidence that a candidate meets an ‘Essential requirement’
	1
	Evidence that a candidate meets a ‘Desirable requirement’
	1


	Person specification criteria

	Essential
	Desirable
	Score
	Comments

	Education and Training
	
	
	

	
	
	
	

	
	
	
	

	Proven Abilities
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Special Knowledge & Skills
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Any Other Requirements
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Total Score
	
	
	Shortlist for interview:          YES   FORMCHECKBOX 
              NO   FORMCHECKBOX 



	Clear evidence that a candidate meets an ‘Essential requirement’
	2
	Some evidence that a candidate meets an ‘Essential requirement’
	1
	Evidence that a candidate meets a ‘Desirable requirement’
	1



