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Job Title ____________________________
ASSESSMENT CENTRE 

SHORTLIST SCORE SHEET

	Scorer Name  ____________________To be called for Assessment centre? 
	

	
	

	Application Number _____________(SCORER TO COMPLETE)

	

	“You must possess or be working towards the Higher National Certificate in Social Care and/or the Scottish Vocational Qualification in Care at Level 3 (or Caring for Children and Young People), or equivalent qualifications recognised by the Scottish Social Services Council.”
” ESSENTIAL – MUST HAVE AT LEAST ONE BOX TICKED IN BOTH LEARNING AND EDUCATION AND EXPERIENCE TO BE SHORTLISTED.

From the application form score each question against the indicators shown.
	

	LEARNING AND EDUCATION
	YES 

	Diploma Social Work
	

	Registered Managers Award
	

	SVQ 4
	

	SVQ 3 Children & Young People
	

	HNC Social Care
	

	Other which recognized by SSSC specify_____
______________________________________________________
	

	EXPERIENCE (from application Form)
	YES 

	Working with young people
	

	Working in Community care
	

	Working in residential care
	

	Working in secure care
	

	Please assess applicant’s answers against the broad headings of the capabilities shown on the attached sheet.

	SCORED CRITERIA ( 1 – 10) ( where 6-10 highly suitable, 5 suitable and 1-4 unsuitable)
	

	MOTIVATION Why do you want to work in a secure care unit?  
	1-5 

	
	

	TEAM WORKING What experience do you have in the workplace of being in a team/group involved in successfully changing something?  What was your role in the team?
	1-5

	
	

	TAKING RESPONSIBILITY Please describe an occasion of when you had to take on responsibility in the workplace.  What happened, what did you learn?
	1-5

	
	

	WHAT I HAVE TO OFFER Please include any other relevant information about yourself which shows why you should be appointed to this post.  Make reference to the job description and person specification..      
	1-5 

	
	

	COMMUNICATION SKILLS
	1-5 

	
	 

	TOTAL
	

	
	


Short listing Guidance (Disability Rights Commission)

Everyone in the short listing process should understand the benefits of making reasonable adjustments and the legal requirement to do so. 

They should understand that applications from disabled people must be treated fairly, whether these are submitted in standard or alternative formats

You should compare all applications against the criteria shown on the person specification and the requirements shown on the job description. 

Identify which applicants have shown that they can meet these, taking account of reasonable adjustments. **

If you cannot make this judgement without more information, and you would normally find out more about applicants during the interview process, it would be discriminatory to exclude a disabled person from the shortlist.

Next, you should assess individual applications and decide a shortlist, taking account of the priority order of criteria from the person specification.

If a guaranteed interview scheme is being used, all disabled people who meet the minimum criteria should be interviewed. 

If too many applicants meet the minimum criteria and secondary selection criteria are needed, care must again be taken to make these non-discriminatory. 

The Act allows positive action, so secondary criteria could favour disabled applicants.

** Reasonable Adjustments

You will be discriminating if you do not make an adjustment that is required by a disabled person. However, the duty is only to do what is reasonable. In certain circumstances, you may be able to refuse to make an adjustment because it is not reasonable to have to do so. What is reasonable will depend on factors such as:

· Effectiveness and practicability – however, many adjustments that are both effective and practicable are also simple and depend solely on a flexible approach, goodwill and creative thinking. 

· Financial and other costs – however, whilst some adjustments may appear costly, it is worth noting the findings of recent research by the Department for Work and Pensions showing that of employers who had made adjustments, one in five had incurred no cost at all and only 4 per cent had incurred costs of over £10,000. 

· A genuine risk to health and safety – this should never be compromised, either for the disabled person or other employees, but health and safety should also never be put forward as an excuse for discrimination.

·  Difficulties that relate to physical changes to premises). 



WORKER CAPABILITIES
	Residential child care task


	Communication skills


	Teamwork


	Initiative


	Flexibility


	Behaviour management


	Emotional awareness


	Reflection on own practice


	Professional development


	Working within professional boundaries



	
	
	
	
	

	

	

	

	

	

	

	

	

	


	RATING SCALE

	
	Rating
	Description
	Examples of Performance Indicators

	HIGHLY SUITABLE
	Exceptionally

Competent

(EC)

Scores 5
	Exceptionally relevant skills and abilities.  Outstanding personal qualities and performance in relation to this criterion. (To be used ONLY in cases where exceptional skills have been demonstrated against this criterion)
	· excellent knowledge of the task

· demonstrates exceptionally reliability

· considerable demonstrated ability in problem solving and imaginative flexibility

· appears to instinctively and effectively deal with all matters relating to their current position

· exceptional level of personal qualities, potential ability 

	
	Highly Competent

(HC)

Scores 4
	Highly developed and relevant skills and abilities, and would perform consistently well against this criterion.

Highly applicable experience, and excellent personal qualities and work experience.


	· Appears reliable and responsible

· well developed knowledge

· able to suggest and initiate strategies

· demonstrates high level of commitment 

· demonstrated ability to follow instructions

· displays potential to deal effectively with complex matters

· demonstrated ability in problem solving and imaginative flexibility 

· demonstrates potential to manage all requirements of the job.

	SUITABLE
	Competent

(C)

Scores 3
	Well developed and relevant skills, abilities and personal qualities.

Has demonstrated competency at the required level and shows potential to develop to higher levels.

Applicable experience, and appropriate personal qualities and work experience.
	· sound basic knowledge

· good level of verbal communication

· gives sense of maturity & reliability

· accepts the concept of responsibility

· offers evidence of identifying and solving problems

· participate effectively in exercise 

· shows a level of ability

· could deal effectively with routine matters and most complex situations with limited guidance.

	UNSUITABLE

	Requires Development

(RD)

Scores 2
	Has some skills, abilities and personal qualities. Requires training and development to meet required standard.
	· Would require close supervision to perform at an acceptable level

· basic/general knowledge

· can follow directions but would require frequent checking.

	
	Unsatisfactory

(U)

Scores 1

	Did not demonstrate adequate skills, abilities and personal qualities relevant to the criterion.


	· limited knowledge

· frequent errors or changing value base

· inconsistent performance

· potential to unsatisfactory work output

· difficulty suggesting strategies for solving problems.

	
	NOT ASSESSED

(NA)

Scores 0
	Where the Assessor is unable to comment on whether the applicant meets the selection criterion.


Y (yes)or N(no)








