	
SELECTION PANEL REPORT AND CONFIRMATION OF APPOINTMENT

(to be completed by the Chairperson of the interviewing panel) 

(see Notes of Guidance overleaf)

	

	Job title
	Department/ School/ Division
	Vacancy ref no
	Selection process date

	     
	     
	     
	     

	* Panel members (please indicate with a tick whether the panel member has received recruitment and selection training at the University)

	1
	     
	 FORMCHECKBOX 
 *
	2
	     
	 FORMCHECKBOX 
 *
	3
	     
	 FORMCHECKBOX 
 *

	4
	     
	 FORMCHECKBOX 
 *
	5
	     
	 FORMCHECKBOX 
 *
	6
	     
	 FORMCHECKBOX 
 *

	

	Name of candidate
	Panel members order of preference 
	

	
	1
	2
	3
	4
	5
	6
	Panels initial order of preference
	Final order of preference after discussion
	Appointable

(Yes/ No)
	Candidate summary

	     
	  
	  
	  
	  
	  
	  
	  
	  
	 FORMDROPDOWN 

	     

	     
	  
	  
	  
	  
	  
	  
	  
	  
	 FORMDROPDOWN 

	     

	     
	  
	  
	  
	  
	  
	  
	  
	  
	 FORMDROPDOWN 

	     

	     
	  
	  
	  
	  
	  
	  
	  
	  
	 FORMDROPDOWN 

	     

	     
	  
	  
	  
	  
	  
	  
	  
	  
	 FORMDROPDOWN 

	     

	     
	  
	  
	  
	  
	  
	  
	  
	  
	 FORMDROPDOWN 

	     

	     
	  
	  
	  
	  
	  
	  
	  
	  
	 FORMDROPDOWN 

	     

	Appointed candidate
	     
	Reserve candidate(s)
	     

	Chairperson’s signature


	Attachment to an email will constitute a signature
	Date


	     

	Please return to the Recruitment Team, Personnel Services, Senate House 


GUIDANCE NOTES 
Each individual panel member will have a Candidate Interview Assessment form, the purpose of which is to record his/her assessment of each candidate at the end of the interview in relation to the agreed criteria for the vacancy.  The Interview Panel Report and Authorisation of Appointment Form provides a composite record of these assessments and will show the agreed outcome following general discussion of all the candidates.

· Enter the names of the panel members and interview candidates on the form in the space provided.

· When interviewing is complete and before discussions commence, you should collect the individual Candidate Interview Assessment forms and note in the space provided the rank orders of each panel member.

· Candidate Interview Assessment forms can then be returned to Panel Members and general discussions held in the light of the emerging overall order of preference. Through discussion, the Panel is required to identify a final order of preference, which need not necessarily relate directly to the rank orders, although the reasons for the final decision must be noted on the form.

· It is important that this discussion focuses on assessing the candidates in relation to the selection criteria and takes into account all other evidence from the selection process, eg including any tests, presentations, references etc.

· At the conclusion of discussions, the final order of preference should be indicated and you should sign the form.

· Candidate Interview Assessment forms should then be collected and returned to the Recruitment Team, Personnel Services, Senate House with this form; the forms will be retained as a full record of the selection process and may be used for future reference.
Further guidance on the selection process can be found at:

www.bris.ac.uk/personnel/recruitment/practicalguidance/selection/
Guide to successful recruitment and selection
                                                          July 2010                                                                                                 page 2 of 2

