School Name:
SHORTLISTING MATRIX

Description:  CT –

ROL Number:  
	Applicant
	SC
1
	SC2
	SC3
	SC4
	SC5
	SC 6
	Comment
	Total
	Y / N
	Selection Criteria
(Teacher KSC provided, for other positions please put relevant selection criteria)

	
	
	
	
	
	
	
	
	
	
	SC1    Demonstrated knowledge of the relevant curriculum, including the ability to incorporate the teaching of literacy and numeracy skills. Demonstrated experience in responding to student learning needs. 
SC2    Demonstrated experience in planning for and implementing high impact teaching strategies, guided by how students learn, and evaluating the impact of learning and teaching programs on student learning growth.  
SC3    Demonstrated experience in monitoring and assessing student learning. Demonstrated experience in using data to inform teaching practice and providing feedback on student learning growth and achievement to students and parents.
SC4    Demonstrated interpersonal and communication skills. Demonstrated experience in establishing and maintaining collaborative relationships with students, parents, colleagues and the broader school community to support student learning, agency, wellbeing and engagement.
SC5    Demonstrated behaviours and attitudes consistent with Department values. Demonstrated experience in reflecting upon practice and engaging in professional learning to continually improve the quality of teaching. 
SC6    One of the core responsibilities of schools is to keep children safe.  Ministerial Order 870 and the Victorian Registration and Qualifications Authority, (VRQA) outline the responsibilities of schools for child safety. 

What is your understanding of the standards and how can you support the implementation in your role?

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Rating Scale
	

	RATING
	DESCRIPTOR
	
	EXPLANATION

	0
	Unacceptable
	
	Fails to meet the criterion.

	1
	Less than acceptable
	
	Partially meets the criterion.  Applicant is below average on knowledge and demonstrated ability.

	2
	Acceptable
	
	Meets the criterion.

	3
	More than acceptable
	
	Meets and exceeds the criterion.  Applicant is above average on knowledge and demonstrated ability.

	4
	Excellent
	
	Meets and excels in the criterion.  Applicant has an excellent knowledge of the KSC and can proficiently demonstrate their ability


	Shortlisted Applicant
	Q1
	Q2
	Q3
	Q4
	Q5
	Q6
	Comment
	Total

	1.
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	Rating Scale
	

	RATING
	DESCRIPTOR
	
	EXPLANATION

	0
	Unacceptable
	
	Fails to meet the criterion.

	1
	Less than acceptable
	
	Partially meets the criterion.  Applicant is below average on knowledge and demonstrated ability.

	2
	Acceptable
	
	Meets the criterion.

	3
	More than acceptable
	
	Meets and exceeds the criterion.  Applicant is above average on knowledge and demonstrated ability.

	4
	Excellent
	
	Meets and excels in the criterion.  Applicant has an excellent knowledge of the KSC and can proficiently demonstrate their ability


	Panel Signatures 


	
	Full Name
	Signature
	Date
	Merit Trained
	Declaration

	Panel 

Chairperson 


	
	
	
	
Yes       

No      
	
[image: image1]  Any actual, potential or perceived conflict of interest has been declared and documented including record of any guidance sought.  

	Panel 

Member 


	
	
	
	Yes       

No      
	
[image: image2]  Any actual, potential or perceived conflict of interest has been declared and documented including any record of any record sought.

	Panel 

Member 


	
	
	
	Yes       

No      
	
[image: image3]  Any actual, potential or perceived conflict of interest has been declared and documented including record of any guidance sought.  


	Principal’s Decision 

	The selection panel’s recommendation is: 
Name:  ________________________________
Approved
TEACHER 
Not Approved  
	Name of successful applicant if the selection panel’s recommendation is not accepted: 

Name
Reasons for not accepting the selection panel’s recommendation: 

	Principal’s signature: 
	Date: 


This selection report is to be retained by the school for two years after the date of the selection decision. This report remains the confidential property of the school and may be destroyed two years after the date of the selection decision.
Employment Conditions Check List

	Current DET Status
Ongoing/Fixed term/NEW
	Current School if applicable
	Current Classification
	Any work restrictions (eg work visa)

	
	
	
	



Suitability for Employment Checked and Approved by HR Department (Must be prior Referee check) (Check status of VIT or WWC Card and Work Visa if applicable)
	Applicant Name 
	VIT Checked / 
Current expiry date
	VISA status Checked
	WWC / 
Current expiry date
	Comment

	1. 
	
	
	
	

	2.
	
	
	
	

	3. 
	
	
	
	


Child Safety Referee Check List

The following four questions must be addressed when speaking with the referees [there should be a minimum of two referees] 

1. Do you have any concerns with the applicant working directly with children?

2. Do you have any concerns with the applicant’s adherence to your organisations code of conduct?

3. Have you observed the applicant managing the behaviour of a child?

4. A written reference has been verified by direct verbal contact with the referee?

An offer is conditional upon:

· A balanced assessment of the four Child Safety referee responses, overall reference check and the assessment based on interview in relation to the selection criteria.

· Provision of at least two forms of identification one of which contains a photo

· Provision of an original transcript of qualifications 

· Verification of registration with VIT or Working With Children Check in relation to non-teaching staff

Applicant Name:……………………………………............ 
               Staff member conducting check…………..
YES OR NO

	Referee Name 
	Q1
	Q2
	Q3
	Q4
	Comment

	1. 
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