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Interview Form
We need this information to arrange interviews with your selected candidates

Please return this form to HR Services once you have updated e-recruiter with your shortlisting results. We need this form at least 10 full working days prior to the agreed interview date.  If you need guidance with this form, please contact the HR Assistant handling your vacancy.

NB: You need to arrange room bookings, AV or equipment for the interviews/ presentations

Job title and department
	


Interview Panel
If the panel has changed since you submitted your Recruitment Timetable please confirm the details below:
	Name (Chair first)
	Department (or external)
	Phone
	Email address

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


The Dean or their nominee should chair the interview panel for all Grade 7, 8 or 8R Teaching, Research or Teaching & Research appointments.
NB: Candidate selection 

· Candidates set to “Progress” on the recruitment system will be put into interview slots set out below, bearing in mind any travelling arrangements

· If you want to interview the candidates in a particular order please indicate in the Interview Sessions area below

· If you wish to retain other applicants as reserves please set their status to “Hold” on the recruitment system

· We will send a letter rejecting the applicants set to “Reject” status on the recruitment system
Note on travel expenses for overseas candidates:

In line with the interview expenses policy for air travel expenses, HR will cover up to £1,000 for all academic candidates and £250 for non-academic candidates in total (ie not for each candidate).  Air travel costs beyond these levels will have to be funded from Departmental budgets. Departments should consider using video or telephone conferencing, particularly when they wish to shortlist a number of candidates who need to travel a considerable distance or from overseas.

If you want to do this, please indicate in the section below.  Alternatively, specify the work order to assign excess air travel costs to:
Interview details

	Date of Interview:

	Interview schedule:  start, finish and break times.  
Please allow enough time to see all candidates:

Platform for online interview (e.g. Skype, Zoom): 
Do you wish to include specific meeting details in the interview invite from HR (e.g. password, links): Yes/No

If no, Departments will need to send details on to applicants separately at a later stage. NB: Departments will need to set up remote interview links in either case.
If yes, please include details here: 


	Location for candidates to report to: 

Please choose a location identifiable on the University map with a staffed reception area. 

	Candidates should arrive:

 FORMCHECKBOX 
 one after the other      FORMCHECKBOX 
 simultaneously       FORMCHECKBOX 
 other (please specify )  

	Length of interview: 

	List the selection activities (eg interview, typing test, campus tour):
These details will be given to candidates to allow them to prepare. Please include the subject of any presentation.  

	If required, please outline which qualifications you would like candidates to bring on the day to be validated:

	If candidates are to give a presentation, please indicate what equipment will be available:

 FORMCHECKBOX 
 OHP     FORMCHECKBOX 
  Flipchart    FORMCHECKBOX 
 Whiteboard    FORMCHECKBOX 
 PC    FORMCHECKBOX 
  Data projector    FORMCHECKBOX 
  PowerPoint facilities

	Candidates to bring presentation on:    FORMCHECKBOX 
  USB Stick      FORMCHECKBOX 
  CD     FORMCHECKBOX 
  Own laptop


We will send you a copy of the interview schedule, showing the arrival times for each applicant.  We will email each panel member with details of how to document your assessment of interviewees and how to make a job offer.  Please make sure that your Selection Panel has kept a printed copy of the short-listed applications.
Your details

	Name: 
	Date:  

	Email address: 
	Telephone : 


Please complete and return by email to the HR Assistant handling your vacancy

If you have any questions regarding this form or the process, please contact HR Services who will be happy to assist
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