	
SELECTION PANEL REPORT 
(to be completed by the Chairperson of the interviewing panel) 

(see Notes of Guidance overleaf)
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	Appointed candidate
	
	Reserve candidate(s)
	

	Chairperson’s name

	
	Date


	


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 is to be used on the day of the selection process to provide a composite record of these assessments and 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.

· The outcomes of the selection process will need to be recorded on the eRecruit on line system at the earliest opportunity, either by the Chair or someone delegated on the Chair’s behalf, so that 
HR can proceed with the appointment process (Details of using eRecruit to record the selection process outcome can be found at: www.bristol.ac.uk/hr/resourcing/erecruit/userguidance/interview.html). Candidate Interview Assessment forms should also be collected and returned to your Faculty/ Division HR Team; the forms will be retained as a full record of the selection process and may be used for future reference for providing feedback or in response to Data Protection requests.
Further guidance on the selection process can be found at:

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