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Shortlisted Applications – Interview Booking Request Form

Interview panel should ideally allow minimum of 7 WORKING days (3 days for HR to arrange interviews and minimum of 4 working days for applicants to prepare for the interviews.).
	Job Title
	

	How many applications are shortlisted?
	

	For HR to be able to identify and book candidates for interview
Please provide all shortlisted application reference numbers below:

	· 

	Interview Date:
	

	Reserve Interview date:
(Used if candidate cannot attend the above date)
	

	Time for first interview slot: 
	

	Time for last interview slot:
(e.g., 4pm for a 5pm finish)
	

	Recruiting manager should secure panel availability for above dates and times before completing the form. 
Interviewer 1 name:
Interviewer 2 name:
Interviewer 3 name: (if applicable)

	Interview time slots: 
(e.g., 1 hr interview with 10 minutes between each interview)
	

	Method of Interviewing: 
(face-to-face, virtual, recruitment day etc)
	

	If face-to-face interview is selected, please confirm location (e.g., Electric Wharf, Practice name, address etc.). The recruiting manager is responsible for checking room availability and booking the meeting room before completing the form.  

	Will the interview include a presentation? 
	Y/N

	Presentation Topic:

	Duration of presentation:
	



Please provide job specific interview questions below to be added to interview templates by HR and sent to the interview panel in advance.  (The questions should be sent to HR at least 3 working days before the interview so the interview templates can be developed and made available).

	Please attach your updated questions for HR to keep on file to the email.



For all interviews held face to face, the recruiting manager must check candidates right to work in the UK ID documents at the start of the interview and take photocopies.  Each photocopy must be signed and dated as below:
Original Document Seen
Photo is true likeness (for photo IDs)
Signature:
Date:






If interviews are held remotely, the recruiting manage must inform the candidates that any offer would be subject to the applicants presenting HR with an acceptable proof of eligibility to work in the UK.

Once the interview process is complete and the Recruiting Manager/ panel have completed their scoring exercise, using the scoring sheet below, the Recruiting Manager should contact the successful candidate(s) to make the verbal offer of employment. During this conversation, the Recruiting Manager must discuss the particulars i.e. hours and days of work, salary, terms of the contract.

Recruiting manager must return the following to HR:
· Interview notes for each applicant – these should be clear and readable, signed and dated. (If an interview panel conducted interviews, notes should be provided by each panel member.)
· Offer of Employment Authorisation form
· Verified right to work documentation
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