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Engage Employment Solutions Ltd
Shortlisting Process
Guidelines

The Shortlisting process enables the employer to identify which applicants meet the criteria for the post; please see Person Specification for Essential and Desirable Requirements.
The applications should be marked against the essential requirements for the post. However, where there is a high volume of applicants, you may wish to also mark against the desirable criteria.
1. Please write the essential requirements and desirable requirements in the first column of the Shortlisting Grid below.
2. Please assign an applicant number to each application form and add these to the applicant columns. 
Please Note. You must ensure that the Monitoring Form has been detached from the application form and plays no part in this process – mark the Monitoring Form with the applicant number so that it can be reunited with the application form and other documents after the process has been complete.

The monitoring form of the person successfully employed can be kept with other documentation in the employee’s personnel file. Data from the other monitoring forms should be collected for recruitment monitoring purposes only, whilst the monitoring forms themselves should be destroyed after six months.

3. Take each application in turn and compare each requirement against the response in section 6 of the application form.
4. When completing the grid, a ruler or blank piece of paper will be useful to separate the columns that you are working on.
5. Once you have marked all applicants against the essential requirements, please add the totals and circle the ‘Met’ column for the applicants that have successfully met the essential requirements. 

6. Now add the information to the Shortlisting Outcomes Grid.
7. If you have a high volume of applicants or have more applicants who have met the essential criteria than you have the capacity to interview, please move onto the desirable requirements section and repeat the process for the applicants that successfully met the essential requirements only.
Please Note. Employers are required to offer an interview to applicants who come under Disability Discrimination Act (DDA) 1995 and meet at least the minimum criteria for the job role.
8. Once the Shortlisting grid has been completed, the employer should identify whether any reasonable adjustments are required for successful applicants to enable them to attend interview.
9. Dependant on the number of applicants, you may require more than one Shortlisting Grid.
10. Please mark the application forms with ‘Shortlisting √’ (successful) or ‘Shortlisting X’ (unsuccessful). 
11. You will now need to arrange interview slots for each successful applicant and inform the applicants of the outcome (see letter templates).
Shortlisting Grid
	
	Applicant Number (please mark on application form – this will become their candidate number if shortlisted)
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	Desirable Requirements
	To be used for high volume of applicants (Please ensure DDA requirements are met – see Guidelines)
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Shortlisting Outcomes 
	Applicant No.
	Total No. of Essential Requirements
	No. of Essential Requirements Met
	Successful (√) or Unsuccessful (X)
	Successful and DDA Eligible? *
	Total No. of Desirable Requirements
	No. of Desirable Requirements Met
	Successful  (√) or Unsuccessful (X)

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


* If the Shortlisting process moved on to assessing desirable criteria, mark S in the final column if YES
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