SHORTLIST/ INTERVIEW DETAILS 

(PLEASE PRINT CLEARLY IN BLOCK CAPITALS)
We are pleased to attach a file of applications for the following post:  
	Ref:
	Post:


When you have drawn up your shortlist and completed both sides of the form please take it to:

· (Academic Posts)
 VC’s office to be signed off then to Human Resources.

· (Support Post)
 Direct to Human Resources.


SHORTLIST

	Number on List
	Name (if applicable please indicated whether they are job share)

	
	

	
	

	
	

	
	

	
	

	
	

	
	


RESERVES (if any), in order of preference
	Number on List
	Name

	
	

	
	

	
	


VICE CHANCELLOR’S APPROVAL OF SHORTLIST (ACADEMIC POSTS ONLY)
	Signed:








Dated:



	Interview Date
A date MUST be specified before the file is returned to Human Resources.  This must be at least 2 weeks from when the interview file is returned to us.  For academic posts, the date must be cleared with the Vice Chancellor or his representative.

	Date:


PANEL 
Please ensure all panel members are available on the specified interview date and confirm their availability before 

returning this form to Human Resources.
	Panel Members

	Chair: 

	

	

	


PROGRAMME/TIMES

Please create a schedule for your interviews below, indicating interview times, breaks between interviews, panel breaks,

 and times for presentations, exercises or tours. Attach a separate sheet if necessary
	


PRESENTATION/EXERCISE 
Please note that schools/depts are required to administer any exercises and make arrangements for accompanying

candidates to and from the waiting area and exercise location:

Contact name on the day:…………………………………………………………………………………  Ext: ………………..
	Presentation Title or Exercise / Test details (as you would like this to appear on the letter)




VENUE

	Activity 
	Please state the location of the below activities, if applicable to 
your interviews (please ensure any room and equipment is booked)


	Arrival location
	

	Waiting area
	

	Interviews
	

	Presentations
	

	Test/exercise
	

	Lunch
	

	Refreshments
	


NEWTON PARK ONLY - CANDIDATE REFRESHMENTS (5 OR MORE ONLY) 
	Refreshments for Candidates
	No:……….…
(Min 5)
	Tea, Coffee, Water & Biscuits
	Time(s):…………………

	Lunch for Candidates 
	No:………….
(min 5 except vouchers)
	Finger Buffet / Sandwiches /         Lunch Vouchers (please circle)
	Time:………………………


