
PRIOR TO INTERVIEW 

CHECKLIST FOR INTERVIEW PANEL

Interviews for post of: 


Date:
    
Information needed to hand:

Timetable of applicants (
Application forms (
Job and Person Specification (
Job Advertisement - ( (F/t, P/t, Fixed, hours, scale, point and salary banding)

References – pro-forma (
Check identity – passport etc (
Question and Answer Sheets (
Who is asking what questions?(
Who is checking anomalies identified? (
Appointment Paperwork (
Offer of Appointment Made:

Appointment Paperwork completed and handed to HR Office (
Unsuccessful Candidate Paperwork:

Interview Q&A sheets and application forms to Principal’s PA  (
INTERVIEW STRUCTURE
1. Welcome and Introductions

· Introduce interview panel – names and roles

· Confirm position being applied for: 

· Permanent/Temporary open ended or fixed term
· Period of contract if relevant 

· Where the post fits in to structure?
· Presentation – as per invite letter – if relevant
· How long interview will last – approx …. mins
- Following presentation

- Panel will ask questions and will make notes
- We will give candidates the opportunity to ask questions that they may have

- We will let you know what happens after this process

2. Questions - Panel

· Questions to draw responses to enable panel to take notes to assess the merits of candidates against person specification (qualifications, experience, suitability to work with children and other requirements needed to perform role)
3.  Candidates Questions 
· Are there any questions you would like to ask?

4.  Information 

· Training: Is there any training that you can identify re your professional development?

· Salary: scale and point

5.  Close – what happens next?

· If you are successful any offer will be subject to references, medical and DBS clearance as well as a 3 to 6 month probationary period for non teaching staff

· We would aim to let candidates know by…..

· Are you still a firm candidate for the post

· Thank you for attending

