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Human Resources and Organisational Development
Interview Assessment Form – Professional Services

Interview and Assessment Form
Professional Services - 
Candidate Name: 										Interviewer: 	

Vacancy: 											Date: 	


Opening and Welcome briefing to Candidates:
· Welcome candidate to the College and the interview day for the role, introduce yourself and explain your role
· Introduce the panel members and that there will be a series of formal questions 
· Provide an outline and information about the College and explanation of the College values and expectations for the role
· Outline the job role and the team the role sits in / available hours 
· Explain the panel will be taking notes throughout 
· Confirm there will be opportunity for questions from the candidate at the end of the interview
· [Optional – explain there will be a tour by a team member or the opportunity to meet team members or task]


Interview question scoring 
	1-4
	5-7
	8-10

	Partial response (candidate has not displayed standard expected)

	Complete response (benchmark expected, shows good relevant examples, meets the required standard)
	Advanced complete response (consistently strong with excellent relevant examples and development / extension)



Formal Interview

	Interview Question 
	Positive Indicators 
	Candidate Response 
	Score (see above guidance)

	Question 1
What attracts you to this role and what experience do you have to bring to the role?


	· Genuine interest in the position and College. Career progression
· Recent & relevant examples
· Links examples of experience to how would work in this role.
· Demonstrates understanding of role

	





	

	Question 2 
Mandatory – Safeguarding

Every member of staff is responsible for safeguarding our learners.  Can you provide an example that demonstrates your experience of safeguarding and explain why you think safeguarding is important.

Follow up question - How do you raise student awareness of Prevent and British Values?

	· Clear understanding of the principles and application of safeguarding processes 

	
	

	Question 3 
Mandatory – Equality & Diversity

How do you promote the values of equality and diversity within your practice?
	· Clear understanding of the principles and application of equality and diversity.
· Discussion around the promotion and not just adherence to E&D principles

	
	

	Question 4
Mandatory – Health & Safety

What are the key health and safety considerations or legislation that are applicable to this role and how would you minimise these?

	· Clear understanding of the principles and application of health and safety processes.
· Understanding of specific legislation or considerations to be taken in this area.
· Clear examples of mitigation of these risks.

	
	

	Question 5 

	
	Questions surrounding competencies of the role
 

	

	Question 6
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	Question 7

	
	
	

	Question 8

	
	
	

	Question 9

	
	
	

	Question 10

	
	
	

	
	
	Close: 
1. Ask the candidate if they have any questions 
2. We will need to conduct a DBS check.  Would you like to make any disclosures with regard to safeguarding, can see HR outside after the interview. 
3. Check candidate is happy for you to contact references/explain the process/check have all details
4. Run through the Conditions of Service document with the candidate
5. Inform the candidate when they will hear the outcome of the interview (both positive or negative) 
6. Take copy of documents from candidate – quals, passport, etc. 

	



Close of Interview
7. Ask the candidate if they have any questions 
8. If there are any unexplained gaps in employment, clarify these with the candidate and make notes to provide to HR (this is linked to Safeguarding)  
9. Check candidate is happy for references to be contacted (and provide this to HR) 
10. Run through the Conditions of Service document with the candidate – cover hours, salary, check their notice period 
11. Inform the candidate when they will hear the outcome of the interview (both positive or negative) 
12. Take copies of eligibility and DBS documents from candidate (they have been asked to provide these, please take them at interview stage and share with HR) 
13. Ensure candidates are aware of the requirement of all staff to support at College Open events and Enrolment periods 

Outcome - Please complete for the successful candidate and return to your HR Advisor with collated paperwork. Please also send unsuccessful applicant notes and documents to HR. 

	1. Effective Date:

	:

	
	

	2. Hours :

	

	
	

	3. Contract Type: Indefinite / Fixed Term - if fixed term, please provide end date here:      

                
Please note: applicants will not be able to start with the College until all employment checks are completed. 
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