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Part Time Hourly Paid Lecturer
Selection Record

Please use this form to provide a good record of the reasons for the panel’s decisions. Please return to HR with the application form immediately after interview.

This is an auditable document – please sign and date when completed.

	Position of:


	
	Interviewing Panel: Chair:

	Department/School:


	
	2)                                                              3)


	Candidate’s surname

and initials
	MAIN CRITERIA FOR APPOINTMENT

(See Person Specification)*

	
	
	
	
	
	
	
	TOTAL

   

	
	
	
	
	
	
	
	

	Please delete as appropriate:
1. This person will be offered part time hourly paid work immediately
2. This person will be added to the pool of potential part time lecturers (please inform HR if and when this person is offered work)
3. This person is not suitable for appointment
Please ensure you contact the applicant to let them know whether they are successful and whether they will be appointed immediately or whether they will be placed in the pool.
Reasons for appointing/not appointing:

If you will be offering this person part time hourly paid work please ensure that a Liquid Office contract is raised for them as soon as possible so that the necessary paperwork is sent and employment checks carried out.


Signed (Chair):
_____________________________________________   




Date:___________________________________
* Rate each candidate against each criteria on a scale of 1 (poor) to 5 (excellent) and give enough narrative detail to distinguish the different candidates

GUIDELINES FOR THE COMPLETION OF THE SELECTION INTERVIEW DECISIONS FORM

The attached form must be completed by the interview panel following interviews for appointment to a post at BSU.  The following notes of guidance are to assist the panel:

1) Human Resources will supply a copy of the job description and person specification for the post.
2) The panel may use the final column on the selection record for any additional desirable or job specific criteria they wish to assess during the interview.

3) The Chair will invite the other members of the interview panel to give their opinion on how well each candidate has demonstrated that he/she meets the essential and/or desirable requirements for the role as detailed in the job description and person specification.

4) A rating of between 1 and 5 should be given to each candidate (on a scale where 5 is excellent, 1 is poor). In addition brief comments should be included under each candidate to support the rating and to provide the basis for feedback to candidates.

5) Having measured the candidates in this way, a brief summary of the reason(s) for the decision reached on the offer of appointment should be recorded in the ‘Reasons for selection (summary)’.  The remainder of the form should then be completed by the Chair of the panel based on this information recorded in the selection criteria boxes.

6)  If there are difficulties in completing the form, please contact your HR Advisor for advice.


EXAMPLE SELECTION CRITERIA

Teaching ability - Demonstrates experience in developing the skills and knowledge of students and others including teaching and assessment. Considers the method and style appropriate to the subject and learner and actively engages in the development of the approach and material.

Communication - Covers both written and verbal, and the ability to convey often complex information or conceptual information. This may be highly detailed or specialist, i.e. technical. In conveying information, demonstrates awareness of their audience and considers carefully the level of understanding and interpretation that may be required.

Team Development - Defines performance standards, sets objectives and identifies current and future capability requirements. Commands of a range of tactics and management styles e.g.  consensual/supportive or leadership/instruction.

Knowledge and Experience - Demonstrates the relevant knowledge needed to carry out the role. 

Student Needs - Covers the welfare and well being of students within the Institution, in both informal and formal situations. This may include the need to be aware of the support services available; giving supportive advice and guidance; and counselling others on specific issues.

