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	Post:                                                                                                

	Date of Interview:                                        Post Ref:                                                                                


Interviewing Panel:

Chair:_________________________________________2._____________________     




3.____________________________________________4._____________________  ___
	Candidate’s surname

and initials
	MAIN CRITERIA FOR APPOINTMENT

(See Person Specification) Rate each candidate for each criteria on a scale of 1 (poor) to 5 (excellent) and give enough narrative detail to distinguish the different candidates

	
	
	
	
	
	
	
	TOTAL

	
	
	
	
	
	
	
	

	Summary: 

	
	
	
	
	
	
	
	

	Summary: 

	
	
	
	
	
	
	
	

	Summary: 

	
	
	
	
	
	
	
	

	Summary: 

	
	
	
	
	
	
	
	

	Summary: 


Appointment offered to: ​​​​​​​​​​​​​​​___________________________________________ Alternate/reserve candidate: ____________________________________________________

Reasons for selection (summary): ______________________________________________________________________________________________________________

	By the 

panel

	By HR 

(by email)



Unsuccessful candidates to be notified                If HR is to notify, please give contact name for feedback_______________________
Signed (Chair):  _____________________________     Date:  _____________________________               

To help us compile the biannual risk register for the Board of Governors, please indicate below what you think of the overall quality of interviewees: 
Excellent 

Good  


Mixed


Poor




          



                   P.T.O
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 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.

3) 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.

4) 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.

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

Selection Record 


Please use this form to provide a good record of the reasons for the panel’s decisions. See overleaf for further guidance.








