
UNIVERSITY COLLEGE COLLEGE CORK 
SHORTLIST MEETING REPORT
Name of Post: ________________________________________________________________________________________
Date of Shortlisting: ________________________________________________________________________________
Venue: ________________________________________________________________________________________________
	Selection Committee 
	Name

	Chairperson & HR Representative
	

	Committee Member
	

	Committee Member
	

	Committee Member
	

	Committee Member
	

	Committee Member
	

	Committee Member
	

	External Assessor
	


1. Code of Conflict of Interest in Relation to Recruitment and Promotions
The Code on Conflict of Interest in relation to Recruitment and Promotions shall apply equally to all members of the Committee. In accordance with the relevant appointment regulations and in particular the roles and responsibilities of Selection Committee members, all members of the Selection Committee have a duty to inform themselves of the Code of Conflict of Interest in relation to Recruitment and Promotions and to declare immediately any conflict that may arise thereunder. All members of the Selection Committee must sign below to confirm compliance with the policy.
	Members of the Selection Committee are signing below to confirm compliance with the Code of Conflict of Interest in relation to Recruitment and Promotions

	Selection Committee 
	Name
	Signature

	Chairperson & HR Representative
	
	

	Committee Member
	
	

	Committee Member
	
	

	Committee Member
	
	

	Committee Member
	
	

	Committee Member
	
	

	Committee Member
	
	

	External Assessor
	
	


2. Selection Criteria

The selection criteria as identified in the Candidate Information Pack are listed below. Candidates should be assessed against the identified selection criteria only and this report must specify in respect of each unsuccessful candidate the essential criteria the candidate did not meet.

ESSENTIAL CRITERIA

DESIRABLE CRITERIA

3. Schedule of Candidates shortlisted for Interview
The following applicants have been shortlisted for interview (normally no more than 6 applicants):

	
	

	
	

	
	


4. Reserve List
The following applicants have been shortlisted but NOT invited to interview (Reserve List). An invite to interview will issue in the event that a candidate invited to interview withdraws from the process, provided that the invite to the reserve candidate is no later than 10 days prior to the scheduled date of interview.
Note: Detailed feedback must be recorded in respect of each applicant on the reserve list so that same can be provided in the event that it is not necessary to invite the applicant to interview. Feedback should be provided in the attached candidate listing.

	No.

	
	No.
	

	
	
	
	

	
	
	
	


5. Candidates Not Shortlisted
The attached Candidate Listing must be completed in respect of all applicants and should clearly identify if an applicant has been placed on the shortlist, the reserve list or not shortlisted.
Specific feedback related to the essential criteria for the post be recorded on the attached in respect of all candidates placed on the reserve list or not shortlisted.

6. Seminar/Presentation Details/Other Assessment Method (where relevant)
Any seminar will be conducted as part of the interview process. The Committee shall decide at short-listing whether to: 

(a) hold an academic seminar which would include an audience of the academic staff of the relevant School/Department; 

(b) hold an academic seminar which would be made to members of the Selection Committee only; or 

(c) decline to hold an academic seminar. 

If (a) or (b) are chosen all Selection Committee members must attend the seminar presentation. If (a) is chosen the seminar audience may ask questions as part of the seminar process but may not provide feedback to members of the Selection Committee and members of the Selection Committee must not discuss the seminars with any of the audience other than other members of the Selection Committee. 

The Committee shall also agree other details of seminar including the title, nature and subject duration.
Seminar/Presentation Title: ____________________________________________________________________

_____________________________________________________________________________________________________

Duration of Seminar: ____________________________________________________________________________

Duration of Post Seminar Questions (if required): ____________________________________________

Seminar Score Weighting: _______________________________________________________________________

Name of Department Contact: __________________________________________________________________

Seminar Venue:        _____________________________________________________________________________ 
If another assessment method is to be used please provide details below:

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

7. Interview Details
Date of Interview: ________________________________________________________________________________

Venue: _____________________________________________________________________________________________

Should an applicant request it, s/he should be offered the opportunity to visit the relevant unit prior to interview to meet with key relevant personnel (who are not members of the Selection Committee). An individual within the hiring department should be identified as a contact point for scheduling such tours.

Name of Department Contact: __________________________________________________________________ 
Signed by Members of the Selection Committee as an accurate record of the Shortlist Meeting*:
	Selection Committee 
	Name
	Signature

	Chairperson & HR Representative
	
	

	Committee Member
	
	

	Committee Member
	
	

	Committee Member
	
	

	Committee Member
	
	

	Committee Member
	
	

	Committee Member
	
	

	External Assessor
	
	


Note: in signing the record above the members of the Selection Committee confirm that the attached candidate listing report includes specific feedback related to the essential criteria in respect of each candidate that has not been invited for interview
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