Shortlisting table
The shortlisting panel can use a table to decide who to invite to interview, and make sure the people shortlisting are trained and briefed on how to look for the values and behaviours. 
Using a table can also help the panel to record the other essential criteria for the post such as relevant skills, experience and qualifications.
Here’s an example of a table you can you use to show how the candidate demonstrates, partially demonstrates, or doesn’t demonstrate the essential criteria, and the evidence for this.

	Role: Residential Child Care Worker          


	Candidate name:

	Essential criteria
	Demonstrates
	Partially demonstrates
	Does not demonstrate
	Evidence

	Skills and experience 
· Involvement with children and young people
· Child development
· Partnerships with families and professionals
· Communication skills
· Confidentiality

	

	
	
	

	Qualifications
· Level 2 Welsh Language
· Driving licence 
	
	
	
	

	Values
· Child-centred
· Respect and compassion
· Integrity and responsibility
· Teamwork
	
	
	
	




