Staff in Confidence

University of Bristol

Job Vacancy - Short-listing Record

	Job Title
	Grade
	School/ Division
	Vacancy Reference Number

	
	
	
	


	Please see guidance overleaf before completing this record.

In order to progress the next stage of the selection process, please return the completed form to:

Your HR Faculty/ Divisional Team (for vacancies at Grades A-I) or

Resourcing Team, HR, Senate House (for vacancies at Grades J-M)


	Please confirm whether any candidates have been short-listed
	YES/NO

	Please confirm the proposed interview date where known 
	


	
	Applicant name
	On-line applicant

(Y/N)
	Reason for not short-listing (see code list overleaf)
	Short-list (Please tick)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Recording Short-listing Decisions

This is the formal record of the short-listing panels decisions on which applicants to short-list for interview.  

Each application must be fully considered against the selection criteria for the vacancy as detailed in the further particulars and advertisement and one or more of the codes listed below recorded for each applicant not short-listed for interview. Further guidance on the short-listing process can be found at www.bristol.ac.uk/hr/resourcing
At short-listing stage, overseas nationals requiring permission to work in the UK, as confirmed on the application form, should be considered alongside the other applicants in the first instance. However, if there are sufficient applicants who are both currently entitled to work in the UK and meet the criteria for the vacancy, it may be appropriate not to shortlist an overseas national who does not currently have permission to work in the UK. In most cases it will only be academic and research vacancies, or those that require specialist skills and qualifications, for which the University would be able to obtain a Certificate of Sponsorship for a migrant worker.

Codes

A = Application gives inadequate information to determine suitability

B = Qualifications inadequate or unsuitable 

C = Experience/training inadequate or unsuitable

D = Experience/training/qualifications/academic record less relevant than other applicants

E = Applicant would require permission to work in the UK but was not shortlisted because there are sufficient applicants who are entitled to work in the UK and meet the criteria for this vacancy

F = Other reasons related to the selection criteria – please ensure these are specified

