QUEEN’S UNIVERSITY BELFAST – INTERVIEW SUMMARY SHEET

Post Title:                                                             ​​​​​​________________

Ref:  ________________________________

School/Department:                                                     _______________
 
              Interview date:  ______________________
	ACTIVITY PANEL CHAIR CHECKLIST – INTERVIEWS


	Y/N

	Is the panel balanced? 


	Y


	Have at least 2 members of the panel shortlisted for the role?


	Y

	Does the panel comprises members who have all undergone the QUB recruitment and selection training (except external panel members)?


	Y

	Have the interview format and weightings been agreed (that are objectively justifiable, and which directly and clearly correspond to the criteria described in the job description and the personnel specification)?


	

	Have all of the panel members completed the scoring sheets with adequate feedback to provide to candidates on request (suggest development areas and strengths) and scores for each candidate?


	

	Has the Chair facilitated consensus and completed the summary scoring matrix for all candidates.  Have candidates been indicated as Appointable, Reserve (with order) and Unsuccessful based on the scores?


	

	Has the appointed individual met all of the essential criteria for the role and was this evidenced at interview and application by examples?


	

	Have all panel members signed the summary sheet and individual rating forms?


	


Please indicate the candidates in rank order of highest to lowest by entering the name of the candidate and the interview outcome (Appoint – A, Reserve – R, Unsuccessful – U).  

Please provide an explanation relating to the decision taken under the ‘Chair’s Summary Report - Comments’.

	Interview Summary



	Candidates (Rank Order) 


	
	Chair’s Summary Report

	Rank 
	Name
	Appoint (A), Reserve (R1, R2 etc.), Unsuccessful (U)
	Comments

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	


	Rank
	Name
	Appoint (A), Reserve (R1, R2 etc.), Unsuccessful (U)
	Comments

	5
	
	
	

	6


	
	
	

	7


	
	
	

	8
	
	
	

	9
	
	
	

	10
	
	
	

	Rank
	Name
	Appoint (A), Reserve (R1, R2 etc.), Unsuccessful (U)
	Comments

	11
	
	
	

	12
	
	
	


	Any other comments:




	Chair name (print):

	Chair signature
	Date


	Panel members name (print) :


	Panel members signature



