 “This template document and others have been produced by Sport Wales and will need editing before use.  Guidance notes to help you do so are set out throughout the documents and square brackets in the body of the document indicate areas that require editorial attention.  Whilst Sport Wales endeavours to ensure the information contained is up to date and correct, we make no representations of any kind, express or implied, about the completeness, accuracy and suitability of the documents provided. Any reliance you place on such information is therefore strictly at your own risk.  In no event will Sport Wales be liable for any indirect or consequential loss or damage, arising out of, or in connection with, the use of these templates.  If you have any doubts about the editing or use of these templates, please seek professional legal advice.”
[NGB/ORGANISATION Name]


SHORT-LIST RECORD FORM 
Each Panel member must have a separate form, the names of candidates must be replaced by numbers to ensure candidate anonymity.   


	POST TITLE:


	COMPLETED BY:
	POST REF:




At least 2 or more members of the interview panel should normally be involved in the short-listing process.  Each panel member is to read and rate independently each application on the short-listing form.   When completed, the panel should meet to reach consensus on those applications to be included on the short-list.

Consider each candidate against the criteria set out in the Person Specification and note how well they meet them and whether they should be short-listed.

	Criteria as listed in the Person Specification

(education, experience, skills, knowledge, aptitude and abilities and person qualities evidenced on application form)

	Candidate Number
	EDUCATION
	EXPERIENCE
	SKILLS
	KNOWLEDGE


	APTITUDE & ABILITIES
	PERSONAL QUALITIES
	Total

Score
	Shortlist

Y/N
	Comments

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	Candidate Number
	EDUCATION
	EXPERIENCE
	SKILLS
	KNOWLEDGE


	APTITUDE & ABILITIES
	PERSONAL QUALITIES
	Total

Score
	Shortlist

Y/N
	Comments

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


Completed by: _________________________________
Signed: ____________________________________
Date: _________________________
Rating:


10 – Excellent





0 – Not demonstrated









