“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.”
SHORTLISTING GUIDANCE NOTES
Shortlisting should be based on the application, measured against the requirements contained within the person specification, focusing on skills, experience and abilities, which should be applied equally to each application.  At least two people should shortlist for each post.
Under the Data Protection Code applicants are entitled to view all the information used in the recruitment process including short listing criteria.  

Please use the short listing form* provided indicating which criteria applicants met or failed to meet. Where more applicants have met the criteria than can be interviewed, applicants should be placed in rank order and the short-list drawn up on the basis of this ranking.

Where two candidates have applied for a vacancy on a job-share basis their applications should be considered in relation to the criteria for the post, in the same way as other applicants. Both candidates should be considered jointly and both should meet the requirements for the post if they are to be shortlisted.

Application form, CVs etc. should be treated as confidential to the short listing committee and not circulated to other interested parties. The fact that an individual has submitted an application should also be kept as confidential.
The Disability Discrimination Act imposes a duty on employers to make reasonable adjustments to their working arrangements and premises to prevent or reduce any substantial disadvantage that a disabled employee or job applicant would otherwise have.  A candidate's disability should never be a reason for excluding them from a shortlist, so long as they are able to do the job. 
*See WSA website for the form mentioned
