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1. SETTING OUT THE INTERVIEW PROCESS

It is important to determine what will be involved at the interview stage and to plan out the process before you make arrangements to interview candidates. Some organisations hold one-to-one interviews and others conduct panel interviews with at least two people. This will usually depend on:
· the size of your organisation
· the nature of the role
· the level of the role you are recruiting for
· other aspects of the selection process
· Whether there is a one or two stage interview process.

To ensure you make use of the best interview process for the role consider the following points.

Decide whether there will be a one or two stage interview process

The advantage of a second interview is that it provides the opportunity to involve more people in the interview process, to meet potential appointees again, and to delve deeper in order to make a more considered decision.

It can also work well for candidates as it gives them the opportunity to reflect and relax for the second interview, by which point both parties should be clear whether an appointment is possible. However, it does add to the timescales which is why it is very important to be clear about this up front and to have the dates planned in.

Determine who will be involved in the interviews

Who is involved in interviews will depend on your organisation and your policy on recruitment, as well as on the role being recruited for. You may have procedures which outline who should be involved, depending on the level and nature of the role or this may be based on custom and practice.

The line manager (or the person the new recruit will work for) should always be involved in the interview and if the role is a very technical one, you may want to involve a technical expert or specialist as well. In most organisations a member of the HR team will also be involved in the interview stage. Where this is not the case line managers should have been trained and assessed as competent in recruitment and selection.

[bookmark: Xeaf2ee401b222caea09e31f4b3395e74e23eb7b]2. PRESENTATIONS AND OTHER ASPECTS OF THE INTERVIEW

Decide whether candidates will be required to give a presentation as part of the interview

Asking candidates to do a presentation as part of the interview process is becoming usual for many roles – but it does need to be relevant to the role. If there will never be a requirement for the applicant to give presentations (in any form) as part of the role, you should not ask candidates to do this at interview.

If you do include presentations, be clear on the topic of the presentation and ensure it is relevant to the role. Be clear on what you are assessing; for example, subject knowledge, skills in developing slides or using presentation software, communication, or the ability to deliver a well-reasoned argument.

Confirm any other aspects that will form part of the interview

For some roles it may be appropriate to ask candidates to bring along examples of work they have completed as part of their studies or in a work context. For example, for creative, marketing or design roles you may ask candidates to bring along a portfolio of their work to show examples of what they can do.

Alternatively, you may set a task in advance which candidate will bring along to interview to discuss with you. For example, in a policy development or research role you may ask candidates to prepare a report or research an area and outline their findings during the interview.

The important point is to ensure you have the opportunity to consider candidates against the essential criteria for the role and that what you ask them to do as part of the process is relevant to the role.
[bookmark: Xcc9062228d4d1c320d7a1eb2d14f8c1a4c40171]
3. PLAN YOUR INTERVIEW TIMETABLE

Within your recruitment plan you will have determined when interviews will take place and whether there will be a one or two stage interview process. Second interviews should be scheduled into the plan at the outset.

It may be that you plan to carry out all interviews on the same day or across a number of dates. Set out your schedule or timetable for interviews determining how long you will leave for each interview to be carried out. This will depend on the nature and seniority of the role, how many questions you plan to ask, whether there are other parts to the interview, i.e. presentation, and how many panel members there are.

Ensure you leave enough time for the panel to have a meeting prior to each interview and to catch up between each interview, always leaving at least a 10-minute gap between each scheduled interview. They will need time to write up their notes and reflect, and this will also mean you have contingency time if the interviews overrun.

You may wish to make use of the form included here to assist you in scheduling interviews.

[bookmark: X77515f00b0565dc4f095fcac8503b7f313d6339]4. INVITING CANDIDATES FOR INTERVIEW

In the first instance it is advisable to ring candidates to invite them for interview. This is the start of a two-way relationship with the candidate, and it is important to get it right. Be ready to answer any questions candidates may have about the interview process or the role itself which may influence their decision to attend interview. Detailed questions about the role itself would generally be covered within the interview process and it is important to let candidates know that they will have the opportunity to ask these at this stage.

Where candidates have been put forward by recruitment agencies it is usual for the recruitment agency to contact candidates informing them that they have been invited for interview. Where this is case it is important to ensure you provide the recruitment agency with the information they need to schedule an interview with the candidate.

When you contact candidates or ask recruitment agencies to do so it is important to have the interview schedule ready to check if the candidate is not available at the allotted time. With the first candidate you contact you have the greatest flexibility of interview slots so contact candidates you think will be more difficult to accommodate first e.g. candidates who are already in full-time work or candidates who live furthest away. If you have included dates for interview within your advertisement or information already provided to applicants, then you would expect candidates to be aware of the dates and have applied knowing that they need to be available if called for interview. It is important to be prepared to be flexible around dates and times if you can as you don’t want to lose good candidates who are unable to make interview dates for good reason. However, you do need to be mindful of other candidates who could be kept waiting if you have to schedule interviews on alternative dates.

Always follow up in writing (usually email) outlining the details of the interview – candidates like to have confirmation and to have the details clearly outlined.
[bookmark: Xb3be246f8d8fb4685d74d4ee244783a318c7b97]
5. INFORMATION TO INCLUDE WHEN INVITING CANDIDATES TO INTERVIEW

· Confirmation of the role for which they are being interviewed.
· Date and time of interview.
· How long the interview is likely to last.
· Who the interview panel will be, names and job titles.
· The format of the interview and whether there will be a presentation or any other activities which they will be required to take part in.
· Where to report when they arrive and who to ask for.
· Any arrangements for parking and details of public transport options.
· If the location of your organisation is difficult to find or a candidate is from out of area it is often a good idea to provide a map or a link to a map.
· How to inform you if they have any special requirements, for example access requirements or arrangements to bring an interpreter. It is important to ensure that you give all candidates the opportunity to inform you of any requirements they have and that you take all possible steps to make reasonable adjustments to enable them to attend the interview and ensure they are not put at a disadvantage due to their disability (physical or mental impairment). This is a requirement under the Equality Act 2010 and failure to do so could lead to a discrimination claim.
· Where to find information about the organisation.
· What they need to bring with them – proof of identification, examination certificates.
· Who to contact to confirm attendance.
· Whether you will pay interview expenses and the process for claiming these. Not all organisations pay interview expenses and there is no requirement to do so. This tends to be a matter of company policy and practice.

If you haven’t already provided the job description, information about the company and about salary and other benefits it is good practice to do so now.

You may also wish to make use of the template letter and forms included here to invite a candidate to an interview.

[bookmark: X492906627b08c35a468cd31ebcd180e6563b5b3]6. DEVELOPING QUESTIONS

Questions should be developed jointly by the interviewers in advance of the interviews and should be checked by a member of HR in advance of the interview. These should be typed up and a set of interview questions provided to each interviewer for each candidate. When developing questions you should ensure that you are not asking any questions which could be discriminatory in any way. Where HR are not involved in the development of questions managers should have training in equality and diversity to provide a clear understanding of the potential for discriminatory practice at the interview stage.

You should develop two types of questions:

· Questions relating to the individual candidate’s application and CV

Review each candidate’s CV to look for gaps or areas which are unclear and which you need to explore at interview. This is the opportunity to check out anything that doesn’t sound right or is an unsubstantiated claim.

· Questions specific to the role and the person specification

Standard questions for each candidate should be developed based on the person specification for the role – the aim of the interview is to determine the best candidate for the role against the criteria outlined in your person specification.
[bookmark: X93d137b89e580fb1ae8eb165f46b3de607a7410]
7. TYPES OF QUESTIONS

You can use many different types of questions in interviews; some work better than others.

Open questions

An open question is one which allows the candidate to give the information they want to give and to develop their answer. E.g. "What experience have you had of…?". These are preferable to closed questions that lead to yes or no answers which are not helpful in finding out more about the candidates.

Probing questions

A probing or follow up question is one to use to find out more or check what the candidate has said. The aim is to get the information you need and ensure you understand what they meant or to fill in any gaps. An example would be, "so you said you enjoyed the detailed work, can you give an example of a piece of detailed work that you did particularly well?". Probing questions are useful for finding out the part an individual actually played in an example they have given.

Questions which ask for examples

Ask candidates to give examples to demonstrate their skill, knowledge or experience or to illustrate their point. For example, can you give an example of a situation where you have had to use your initiative in responding to a customer question.

Leading questions

A leading question is when you indicate the answer you are looking for, which is not helpful as you want to know what the candidate thinks about a particular subject or would do in a particular situation. Examples of leading questions would be "It is good to have skills in presentation isn’t it?" or "I always think people with this type of interest get on better in this area, what do you think?". In both these examples you have provided the answer you are looking for. Instead, you could ask the following: "Please explain whether presentation skills would be important in the role" or "How do you think having an interest in this area would help?".

Hypothetical questions

These are good for finding out what an individual would do in a particular situation, but they do give candidates the opportunity to answer in the way they think you would want them to answer rather than what they actually did/would do. Use hypothetical questions with caution – try to stick to questions which lead to real examples of what candidates have actually done. For example, rather than asking what a candidate would do if faced with an unhappy customer, ask what they have done in the past when a customer has been unhappy.
[bookmark: X4aaab2b7be56a1865a05661dccfb4493ecd0036]
8. PREPARING TO INTERVIEW

It is important to make sure each interviewer has:
· A copy of the interview schedule
· A copy of the advert, person specification and job description
· A copy of the CV or application form provided by the candidate
· Any other information provided by the candidate
· The interview questions and assessment form.

The interview room

Make sure the interview room is organised in advance of the first candidate’s arrival. You should ensure that the room is private and that there will be no interruptions during the interview. How you lay out the room will depend on what is available –you should make it as professional and comfortable as possible.

Decide how formal you want the room arranged and where everyone will sit. The aim is to put candidates at ease so that they will talk to you openly. Make sure the interviewee can see everyone from where they are sitting.

A table makes it seem more formal and can be seen as a barrier but it is easier to work on and however informal you try to make the interview setting, it is still a formal process.

Greeting candidates

On the day of the interview make sure someone is available to greet candidates as they arrive. Ensure reception know who is coming and at what time and that there is somewhere for candidates to wait if they arrive early.

You should have asked candidates to bring proof of eligibility to work in the UK with them to the interview along with any other documentation required, such as qualifications. Try to arrange for this to be viewed and copied outside of the interview room.
[bookmark: X55b184f4e78a256c138e78a7e1f43f1d4cd05dc]
9. CHAIRING THE INTERVIEW

This is an important role at the interview and needs to be done professionally. It would normally be done by the employing manager who should set the scene and give candidates an opportunity to get settled and put them at ease. You may wish to ensure that training on how to chair an interview effectively is offered to line managers.

The role of the chair is to:

· Make the introductions. Ideally candidates should know from their invite who they are meeting but it is worth making sure clear introductions at the start of the interview.
· Outline the format of the interview and explain the role played by each interviewer. If the candidate is required to give a presentation as part of the interview, explain when they will be asked to do it.
· Explain the nature of the questioning, for example competency based and/or based on their CV or application. Give the interviewee some idea of what to expect and what you expect from their answers. Encourage them to take their time to answer questions to the best of their ability.
· Let candidates know whether you are happy for them to ask questions as they go through their interview or whether they should save these until the end.
· Mention that notes will be taken.
· Give an idea how long the interview is planned to last.
· Give a brief introduction to the company and/or the role they have applied for.

[bookmark: X2e7a2c55204cadb2a27e87ed1568681dd80f228]10. CANDIDATE PRESENTATIONS/REPORTS

If the candidate is required to make a presentation or outline research findings as part of the interview process it is usually best to do this first as candidates will have come prepared to do this and may not be able to focus on the rest of the interview until this part has been completed. Administratively it means a computer and screen should be set up in advance and then moved out of the way. The interview panel should be prepared to ask questions specific to the presentation – usually three or four questions maximum to draw out any points not fully covered.

If candidates have been asked to bring along pre-prepared pieces of work or a portfolio of their work it is best to deal with this at the start of the interview. If the pre-prepared work will be looked at after the interview, it is still best to ask for it at this stage to prevent the candidate worrying about when you will raise it.

[bookmark: Xa29ee463a66f271a7c2d5a7a6307031aaff0f7f]11. QUESTIONING

Ask questions relating to the CV to gain an understanding of the candidate’s experience and any clarification you need. A good way of doing this is to ask the candidate to give a brief summary of their career and then follow up with questions based on this.

Ask standard questions relating to the person specification. One interviewer should be identified to take the lead on each question area, for example questions around leadership may be dealt with by one member of the panel, while questions around budget management may be dealt with by another. Interviewers should either take it in turns to ask a block of questions or ask questions in turn until questions are completed.

Questions should be clear and easy for candidates to understand and should allow scope to follow up and probe further depending on the answer given.

If a candidate asks a question in response to your question then it is good to answer it there and then unless there is a reason not to – i.e. another interviewer is about to cover this as part of the next question.

Give candidates the opportunity to ask questions

Usually this is left to the end of the interview, by which time the candidate will be feeling more confident and will know more about the role and how it operates. You may have answered some questions as you have gone along and you may have prompted further questions.

If a candidate doesn’t have any questions at the end of the interview, it may be that you have provided all the information they need or that they have done their homework in advance. Don’t force candidates to ask questions for the sake of it.
[bookmark: X68b0cf0745fffe0be9b1d5a6bacbb382baa1ac2]
12. TAKING NOTES AND RECORDING INFORMATION

It is important that notes are taken throughout the interview as panel members won’t remember everything a candidate says, even if they are only seeing one candidate. Note taking at interviews is the responsibility of all the panel.
The notes will help the panel to review candidates at the end of the interviews before coming to a decision. You need to be able to give meaningful feedback to all candidates, and you may have to justify your decision if you receive a complaint, so it is important to ensure that notes are taken to accurately reflect the interview.

Panel members should be instructed to write notes against each interview question and to ensure they are clear and factual – they should record what the candidate said, not their personal opinion about the candidate. Panel members should not make personal comments about the candidate, whether positive or negative – the aim of the interview process is to be as objective as possible and candidates can ask to see notes taken at interview if they raise a complaint in relation to the process.

[bookmark: Xe0139e0e9979b1e164e9ba2fc7ce18afc4dcc7d]13. CLOSING THE INTERVIEW

Just prior to closing the interview – it is good practice to ask: "Is there anything else you would like to tell us?". This gives the candidate a final chance to say anything that is on their mind or that they haven’t felt they have had the opportunity to cover. You don’t want the candidate to go away thinking they weren’t given the opportunity to tell you something which they felt was really important to their application.

It is good to end on a positive note, thanking the candidate for their time and explaining the next steps. The close should be the same for all candidates whether you have a sense they are potentially the successful candidate or not. Make sure you inform all candidates:
· If there is a further stage what that is and when it will take place
· When you will let them know the outcome of the interview
· How you will let them know
· Any dependencies/anything outstanding or anything the candidate needs to do/send in e.g. references or paperwork that they didn’t bring with them.
[bookmark: Xab428580639f6b0c4e918832433dba54aceae5e]
14. MAKING THE DECISION

Integrating other parts of the process with the interview

If you are using other assessment activities, such as an assessment centre or psychometric tests as part of your selection process, be clear how performance in these areas will be used to inform the decision making process. You should ensure you consider the overall performance of the candidate in making your decision.

Evaluating candidates

Ensure you build in time at the end of the interviews for the panel to thoroughly discuss the candidates and make the right decision. At the end of the interview, interviewers should review their notes individually, and come to a view on each candidate’s performance in each area of the person specification. If you use a scoring or rating system, make sure you are clear on your criteria at this stage. 

The panel should discuss each candidate and come to an overall view. Where there is disagreement about a candidate’s performance you should discuss everything until you gain consensus.

Refer back to your requirements and match the candidate against them, do not be swayed by other factors such as how charming they were or the hobbies and interests they talked about. If a candidate has done lots of research on the organisation it shows they are interested and you would expect a certain level of research – but they still need to have the skills and experience to do the role.

Personality and being able to fit in is important but ensure you are not considering this over and above ability to do the role. Just because you like someone doesn’t mean they will be good at the job. If you have desirable as well as essential criteria, make sure you tick off the essential criteria first.

Before making the offer, make sure you have checked eligibility to work in the UK, qualifications and that you are in a position to take up references. Medical questionnaires and requests for information about medical conditions should only be requested after a job offer has been made.


Page 2 of 2

