
Interview Planning & Assessment Pro-forma

Guidance Notes

The Interview Planning & Assessment Pro-forma is a good way of recording and retaining all the information you obtain from an interview so that you have enough evidence to help you select the right candidate for the job.

The form allows you to record:

· Your interview questions

· Key points you want to hear from good candidates

· Notes of the candidates response

Using the form

Enter the elements from your selection criteria in the relevant boxes near the top of the page.

Enter your questions plus any probes (although do not be afraid to expand on these if the interview warrants it) in the first column.  Enter the key points you would be looking to hear from a candidate in the middle column – this should help prompt you with any further probes and provide a more objective way of scoring candidates.

The final column is for the interviewers to take notes during the interview about the candidate’s answers.  A box is provided to note down a score (e.g. 1 = poor answer/ no evidence; 5 = good answer/all aspects well covered).

You can then use these scores to populate the Candidate Assessment Matrix* and/or Post-Interview Decision Matrix*.

Interview planning & assessment pro-forma

Name of candidate: ……………………
Post:
…………………….
School:  ………………….
Interview date:  ………………

Panel member:  ………………………………..…   Scoring: 1 = poor, 3 = acceptable, 5 = very good, all aspects well covered

	Person specification:
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	· 
	· 

	· 
	· 
	· 


	Questions & Probes
	Key points expected in response
	Comments/notes
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