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Interview assessment form and guidance
 
The appointment panels must combine their professional judgement with the transparent application of the essential criteria along with the University’s recruitment policies, procedures, and best practice.
Purpose
The purpose of the interview assessment form is to transparently record and justify the decision making of appointments based on the assessment criteria. It records the information collected during an interview and assists in evaluating and comparing different applicants when interviews are completed. 
Panel members must provide brief details in the comments section of the form to justify the rating awarded to the applicant. 
All panel members must be aware that under no circumstances should irrelevant characteristics or protected attributes be taken into account or considered in this process, that is, age, disability, marriage or civil partnership, pregnancy and maternity, race, religion or belief, sex or sexual orientation. Notably, all recruitment documentation including this forms are retained by the University and can be accessed by candidates. 
Roles and responsibilities
Chairperson
The Chairperson is responsible and accountable for ensuring that: 
· panel members carry out a fair, confidential and objective assessment of applications for appointment,
· the interview assessment form is completed by collating the assessment of each panel member’s records into ONLY one form. This form will become a part of the official records for the recruitment and selection process. Consequently, the form and decision may be required upon for any appeal or Employment Tribunal hearing, and
· the University's equal opportunities and diversity policies are adhered to and that no discriminatory practices take place.
The Chair has the final decision-making authority where the panel is divided
Documenting a candidate’s responses may involve recording the different ways of assessing the range of activities or tasks (quantitative and qualitative). The interview assessment form must clearly record the captured evidence of why the candidate would be suitable for appointment. The level of evidence required includes (but not limited to) making reference qualification, research outputs for academics, work activities, acts undertaken in team work, leadership, work undertaken in previous projects activities, activities carried out /situations handled, and responsibilities/decision making etc.
All panel members
All panel members are obligated to maintain fair and transparent benchmarks consistently across the recruitment or selection. Each member of the panel will be given an interview assessment form to record notes for each candidate during the interview. These records will be transferred into the Chairperson’s interview assessment form. 
What is the form for?
The interview assessment form will be distributed by the recruitment contact to all panel members prior to first meeting. At this stage, the form acts as a record that must clearly identify those candidates who clearly appear to meet the criteria for appointment and those who do not. This will assist in streamlining the decision making process. 
Panel members should make on this form and it can be used as a as a guide against marking against the relevant evaluation criteria and to assist with the panel decision making process. The interview assessment form (panel members only) is purely for note taking and does not have to be attached to the Chairperson’s interview assessment form.
The Chair’s interview assessment form must be legible, clear, to the point and fair as the panel will rely upon these notes to provide feedback to candidate. This sheet will be a summary of the interview process and kept as the record for the recruitment and selection process.
How to use the form?
Only one applicant can be recorded on one sheet.
Ensure you have sufficient sheets to cover the number of candidates you are interviewing. The administrator looking after the vacancy will have already put the essential and desirable characteristics on each sheet.
Where a selection exercise (apart from interview) is used in the process, feedback on the candidate’s performance must be detailed on the record sheet under ‘any other comments for feedback’.
For each candidate you should also consider if they are appointable/ not appointable, what order the candidates ranked and the specific reasons for these decisions. 
Terms explained
Appointable –the candidate has demonstrated all of the essential selection criteria and some/ all of the desirable selection criteria. If it is recorded that the candidate is appointable they will then be put in a ‘rank order’ and be offered the job on that basis.
Rank order – this is the list of ‘appointable’ candidates. It shows who is the best candidate and to be offered the job first (1). If the first candidate doesn’t accept, then the second person on the list (2) would be offered the job. This process would be followed for all of the appointable candidates on the list.
Not appointable – a person has not demonstrated one or more of the essential selection criteria, regardless if they score high in the desirable criteria (for appointment process only). If they are not appointable they will not be offered the job at any point.
For academic appointment
Academic appointment must address the academic criteria, which is underpinned by the four academic pathways as:
· Research, 
· Learning and Teaching, 
· Enterprise, and 
· Professional Practice.
After the interview feedback
After the interview assessment has been completed, all interview assessment forms and other notes must be returned to the Chair of the panel to correlate and retain for feedback. These documents must be kept and sent to HR with the completed recruitment file within three months. 
If you have any questions regarding the recruitment process, please contact your HR Client Partner.


Interview assessment – Academic
	Position
	Enter 

	School/ Service
	Enter 

	Interview date
	Enter date


	Applicant’s name

	Enter name

	Academic pathway

	Research/Professional Practice/Learning & Teaching/Enterprise


	Question or evidence requested
	Demonstrable 
(yes/ no)
	Reasons and comments for decision and feedback

	Esteem

	Describe assessment
	Yes or No
	Enter comments

	Describe assessment
	Yes or No
	Enter comments

	Innovation & Impact

	Describe assessment

	Yes or No
	Enter comments

	Describe assessment

	Yes or No
	Enter comments

	Contribution

	Describe assessment

	Yes or No
	Enter comments

	Describe assessment

	Yes or No
	Enter comments

	Academic leadership

	Describe assessment
	Yes or No
	Enter comments

	Describe assessment
	Yes or No
	Enter comments

	Desirable skills and experience relating to other criteria pathways

	Enter comments

	Other assessed experience
	Demonstrable 
(yes/ no)
	Comments

	List other assessment

	Yes or No
	Enter comments

	

	Interview result 
	Appointable  [  ]

	If yes, Overall Ranking
  _____out of ______
	Not appointable   [  ]


	Any other comments for feedback:
Enter other comments
Enter details of outcomes of selection exercise


	Panel chair 

	Enter name

	Signature
	Enter date



Interview assessment – Academic example
	Position
	Lecturer

	School/ Service
	School of Marketing, Tourism & Languages

	Interview date
	5 May 2015


	Applicant’s name

	Dr Walter Scott

	Academic pathway

	Research

	Skills/ experience/ qualifications
	Demonstrable 
(yes/ no)
	Reasons and comments for decision and feedback

	Esteem

	What are your recent achievement reflecting academic reputation?
	Yes
	Was awarded the University medal. Currently holds several research granting for heritage tourism.
Presented paper in 2014 at International Tourism & Hospitality Research Conference. 
Peer review in Journal of Sustainable Tourism. Author in heritage tourism text book.

	Innovation & Impact

	Discuss the significance of your research outputs?

	Yes
	Published within the last 12 months in Journal of Sustainable Tourism, and Journal of Policy Research in Tourism, Leisure and Events. Published 6 articles in 3 years.
Journal of Sustainable Tourism has been cited 120 times. Consulting with Scotland heritage society
Proposing drafting a text book on heritage and tourism – how to sustain culture for 2016. Example of outlay of text presented.


	Contribution

	How do you propose to secure future funding?
How will you attract postgraduate students?

	Yes
	Holds a grant with Scotland Heritage Society for £50,000 on sustainability. Also, joint principal investigator with grant from UK Research Council in 2013 for £25,000. 
UK Research Council research objectives achieved within time frame. Was a contributor to Scotland Heritage Society 2011 grant with Dr James as a PhD student.
Is an active participate/committee member on University Committees as a junior academic. Was the Chair of the Post graduate researcher UofE from 2010 to 2011.
Current project involves 1 PhD student and a master’s student. The postgrad student are the central-driver of the project. Examples demonstrated great use of management skills, ability to prioritise, and problem solving.

	Academic leadership

	How do you propose you will be an academic leader for tourism?

	Yes
	Developed the hertigage of tourism for Scotland course for undergraduates. Co-coordinated the module on sustainable tourism. Assisted postgrad on career developments plans. 
Currently supervising two postgraduate student involved in grant. Has supervised a total of four students to date. Was successful in grant from heritage Scotland. Has achieved first stage objectives for continued funding. 
Currently drafting collaboration with Uni of Surrey for UK Research Council grant. Is proposing a new module of heritage and sustainable tourism.

	Desirable skills and experience relating to other criteria pathways

	Demonstrated excellent experience in teaching, developing new module in heritage and sustainable tourism. 95% satisfaction rating by students.

	Other assessed experience
	Demonstrable 
(yes/ no)
	Comments

	Presentation on Strategy 2020 and they contribution
	Yes
	Excellent communication. Demonstrated advanced understanding of Strategy 2020 and the future of tourism

	

	

	Interview result 
	Appointable [X ]

	If yes, Overall Ranking
  ___2_out of _15____
	Not appointable   [  ]



	Any other comments for feedback:
The applicant had the ability to communicate very well. The presentation style and 
knowledge of  the topic - marketing and tourism involving theoretical groundings was impressive.


	Panel Chair

	Prof Matt Scott

	M Scott
	6 May 2015




Interview assessment – Professional services
	Position
	Enter 

	School/ Service
	Enter 

	Interview date
	Enter date


	Applicant’s name:                     Enter name     

	
	
	

	Skills/ experience/ qualifications
	Demonstrable 
(yes/ no)
	Reasons and comments for decision and feedback

	
	Yes or No
	Enter comments

	
	Yes or No
	Enter comments

	
	Yes or No
	Enter comments

	
	Yes or No
	Enter comments

	
	Yes or No
	Enter comments

	
	Yes or No
	Enter comments

	
	Yes or No
	Enter comments

	
	Yes or No
	Enter comments

	
	Yes or No
	Enter comments

	

	Interview result 
	Appointable   [  ]

	If yes, overall ranking
  _______out of ______
	Not appointable   [  ]



	Any other comments for feedback:
Enter other comments



	Panel chair

	Enter name
	
	Enter date



Interview assessment – Professional services
	Position
	Administrative Assistant

	School/ Service
	School of Management

	Interview date
	5 May 2015


	Applicant name: Lisa Smith


	
	
	

	Skills/ experience/ qualifications
	Demonstrable 
(yes/ no)
	Reasons and comments for decision and feedback

	IT skills, including word processing, spreadsheets & databases, in Microsoft Office.
	Yes

	Demonstrated experience and knowledge of MS office. Examples of how used in current role given.
SELECTION TEST:
Draft response clear layout, good structure using word, spelling and grammar checked.

	Ability to manage multiple projects & meet conflicting deadlines.
	Yes

	Good examples, well described of prioritisation and meeting tight deadline continuously.

	Excellent oral & written communication skills.
	No
	Example letters produced in selection test of poor quality. Layout, content, grammar, spelling all had errors. Examples of dealing with phone calls also had slight concern. Would need training on telephone manner and customer service.

	HNC/HND in an admin area or equivalent or demonstrable relevant experience as in person spec.
	No
	Only displayed knowledge of working toward qual (has taken year out/ inconsistent with app form). No detailed examples of enthusiasm for this type of work or wanting to continue in a role that requires basic admin as well as more skilled admin.

	Extensive relevant experience of providing admin & secretarial support.
	No
	Less demonstrable experience and skills that apparent in application. Examples given mainly filing, prioritising team tasks but not much work that had to be managed by self. 

	Experience of working of using diplomacy in a senstive or confidential work environment
	No

	Did not demonstrate understanding of importance in dealing with work sensitively and applying diplomacy to confidential issues.
SELECTION TEST:
No tact/ diplomacy shown in draft response to a possible query that could get.

	Excellent organisational & interpersonal skills.
	No
	Although showed good organisation skills of diary mgt/ planning meetings, interpersonal skills required to do these was not evident or demonstrated.

	

	Interview result 
	Appointable   [  ]

	If yes, overall ranking
  _______out of ______
	Not appointable   [X  ]



	Any other comments for feedback:
Could not provide essential evidence of teaching using online modules, and administrative.


	Panel chair

	Dr Alex Dunbar

	Alex Dunbar
	6 May 2015


7 May 2015
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