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Interview Record form: Job TitleRating Key:
3 = Exceeds criteria
2 = Fully met
1 = Partially met
0 = Not met/demonstrated



	Interview Date:
	
	
Time:

	

	Candidate’s name:
	
	Full name of Interviewer:

	


Introductions 
· Thank candidate for attending.
· Introduce the panel
· Talk the candidate through the interview format: length of time, when to ask questions etc



	Questions
	
	Comments
	Rating

	[bookmark: _Hlk112833220]
· Question

	What are you looking for them to demonstrate in the answer 
	









	0 – 3

	
· Question

	What are you looking for them to demonstrate in the answer 
	









	0 - 3

	
· Question

	What are you looking for them to demonstrate in the answer 
	










	0 - 3

	
· Question

	What are you looking for them to demonstrate in the answer 
	










	0 - 3

	
· Question

	What are you looking for them to demonstrate in the answer 
	









	0 - 3

	
· Question

	What are you looking for them to demonstrate in the answer 
	









	0 - 3

	
· Question

	What are you looking for them to demonstrate in the answer 
	









	0 - 3

	
· Question

	What are you looking for them to demonstrate in the answer 
	









	0 - 3

	EDI Question (Choose 1)

· Why do you think EDI is important in the workplace?
· How would you support with fostering an inclusive culture?
· What does diversity mean to you?


	Not a scored answer, more to gain insight to the candidates understanding of EDI.  
	
	N/A

	Interview scoring                  /   24

	
	Any other notes

	
	· Do you require any reasonable adjustments if you were successful in the role?

· (If relevant to the role) Please can you provide your vaccination status? 


· What are candidates preferred working pattern?


· Let Candidate know next steps (I.e. when will they hear if they have been successful or not - no less than a week)


· Copy of Right to Work documents taken


· Any annual leave booked


· Current notice period 


· If applicable, if you have any gaps in employment can you confirm the reason why?


	                                               

                                        Successful Candidate                          YES                            NO




	Candidate Feedback 















   			

	
Signed by:
	
	
Date:
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