SHORTLISTING FORM
In order to meet legal requirements and to ensure practice in accordance with the Equal Opportunities Policy, reasons for selection or rejection of all job applicants must be recorded at both the shortlisting and interview stages.  Minimum requirements are defined below.

This Monitoring Sheet should be completed by the Shortlisting Manager or Chairperson of the Selection Panel.  Continue on additional sheet(s) if necessary.

It must be returned to the Human Resources Office and will be retained for 12 months minimum together with the job file.
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JOB REF: 
NAME & SIGNATURE OF MANAGER COMPLETING FORM: 
	NAME OF CANDIDATE
	SHORT-LIST
	REASONS(S) FOR REJECTION
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REJECTION CODES
1.
Qualifications incompatible with job requirements.

2.
Characteristics incompatible with person specification

3.
Insufficient details provided on application form/CV.

4.
Previous experience less appropriate than those of successful applicants.

5.
Non attendance at interview.

6.
Job offer refused.

7.
Spent conviction - post not exempted.

8.
Test results - criteria not met.

9.
Other (specify in column 9 above).

