	
CANDIDATE INTERVIEW ASSESSMENT

(to be completed by all panel members)           (see notes of guidance overleaf)

	Job title
	Department/ School/ Division
	Vacancy ref no

	     
	     
	     

	Selection criteria (please refer to the further particulars for the vacancy) 

	Candidate names
	Relevant  experience, skills and knowledge

	Relevant qualificat-ions
	Communication and inter-personal skills
	Additional criteria (please specify)
	

	
	
	
	
	     
	     
	     
	

	Potential weighted scores
	     
	     
	     

	     
	     
	     
	
	Personal order of
preference

	1
	     

	Summary comments
	
	



	
	
	     
	Total score
	     

	
Actual score
	     
	     
	     

	     
	     
	     
	     
	


	2
	     
	Summary comments
	
	


	
	
	
	
	
	

	
	
	     
	Total score
	     
	
	
	
	
	
	

	
Actual score
	     
	     
	     

	     
	     
	     
	     
	


	3
	     
	Summary comments
	
	


	
	
	
	
	
	

	
	
	     
	Total score
	     
	
	
	
	
	
	

	
Actual score
	     
	     
	     

	     
	     
	     
	     
	


	4
	     
	Summary comments
	
	


	
	
	
	
	
	

	
	
	     
	Total score
	     
	
	
	
	
	
	

	
Actual score
	     
	     
	     

	     
	     
	     
	     
	


	5
	     
	Summary comments
	
	


	
	
	
	
	
	

	
	
	     
	Total score
	     
	
	
	
	
	
	

	
Actual score
	     
	     
	     
	     
	     
	     
	     
	


	6
	     
	Summary comments
	
	


	
	
	
	
	
	

	
	
	     
	Total score
	     
	
	
	
	
	
	

	
Actual score:
	     
	     
	     
     
	     
	     
	     
	     
	


	Summary comments following panel discussion

	     

	Name
	     

	Job title
	     

	Date
	     

	Please pass the completed form to the Chair of the selection panel



GUIDANCE NOTES

This assessment method has been devised to assist interviewers in assessing each of the candidates on their merit, in relation to the agreed selection criteria for the vacancy.  It is not intended to be used as a mathematical formula for selecting the successful candidate, but rather a tool for helping ensure that the final selection decision is made on objective grounds.

· In advance of the interviews, selection panel members should agree the selection criteria that are to be used to formulate the interview questions and assessment process, making any adjustments and additions to the Selection criteria section of the form as necessary.


· Under each of the selection criteria headings, the panel should agree the scoring system and weightings to be given to each criterion.  

· The name of each candidate should be recorded in the space provided; after each individual has been interviewed, you should allocate your own individual score under each of the criteria headings and a total score, as well as recording your summary comments.

· At the completion of the interviews, and before any general discussion takes place, you should indicate your order of preference in the final column on the form.  This need not necessarily correspond to the total scores derived for each candidate, although it should reflect your opinion of the candidates in relation to the agreed criteria and the relative importance of these.


· The Chairperson will then open discussions in the light of overall rank orderings which have emerged.


· The Panel, through discussion, will be required to identify a final order of preference. This need not necessarily relate directly to the rank orders, but reasons for the final order should be noted on the panel report form.


At the conclusion of all discussions, you should submit your form to the Chairperson, who will either input the final outcome into the on line recruitment system or liaise with your Faculty/Division HR Team. Your form will be retained by HR for 12 months and can be used to help provide feedback to a candidate should this be required.

Further guidance on the selection process can be found at:

www.bris.ac.uk/hr/resourcing/practicalguidance/selection/
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