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Interview Plan
Please complete this form and upload it to iTrent along with your completed shortlisting grid. The information provided will assist you in informing candidates of the arrangements for your interviews. 
Please contact your Resourcing Adviser if you need advice on any of the following:
1. Shortlist:

A completed grid with comments is required before candidates can be contacted. Please ensure you have clearly indicated your reasons for rejecting candidates, especially Two Ticks applicants. The Resourcing Team will turn down all candidates who are not indicated as shortlisted or reserve on the grid.
Completed shortlisting grid uploaded to iTrent                                                                           Yes  FORMCHECKBOX 

2. Interviews:

Please attach your proposed interview schedule ensuring you include the following information:  
· Interview date

· Interviews times, ensuring sufficient and regular breaks
· Location
3. Additional assessment activities*:
Please provide comprehensive information - this will be sent to shortlisted candidates to assist their preparation and to enable anyone with a disability to consider the need for reasonable adjustments to be requested. If a task involves a practical/manual element a risk assessment may need to be carried out.
	Activity
	Y/N
	If Yes, please provide details, eg written; using Word/Excel; equipment to demonstrate knowledge; presentation format and topic etc
	Duration

	Test/Task
	
	
	

	Presentation
	
	
	

	Tour
	
	
	

	Other*
	
	
	


* Note: Should you be considering any form of group assessment you must discuss this with your Resourcing Adviser
4. Candidate arrival

Candidates are asked to report to Visitor Reception unless agreed otherwise. Please provide details of the person who will be collecting the candidates:
	Name:
	 
	Extension:
	


5. Candidate documentary evidence:

Detail below any essential documentary evidence candidates must bring with them to interview (e.g. certificates of qualification; professional registration; driving licence) 
	


6. Interview Panel:

Please provide names of interview panel members (ensuring a gender mix) and indicating who will take the Chair 
	


7. Recruitment, Selection and Diversity training

I confirm all members of the interview panel have received University Recruitment and Selection Training      Yes  FORMCHECKBOX 
    
(Please contact your Resourcing Adviser if you have any external panel members so that training can be arranged)
Resourcing Team

Human Resources
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