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	Candidate Information:

	Name:
	Position Applied for:

	CV Checked:   
	
	Date of Interview:
	

	Qualifications Checked & Copies Attached:

1.  __________________________________

2.  __________________________________

3.  __________________________________

4.  __________________________________

Continue overleaf if necessary                                    
	Relevant Experience Checked:

1. __________________________________

2. __________________________________
3. __________________________________

4. __________________________________
Continue overleaf if necessary

	Present Salary (if known):
	Benefits package (if known):

	Interview Details: 
	

	Job Specific Competencies (HRM 08B refers):
	Interviewed by:

	1. Professional Knowledge
2. Safe Operation & Compliance
3. Financial Awareness  
4. Customer Service

5. Teamwork

6. Communication (written)

7. Problem Solving & Decision Making

8. Leadership
9. Psychometric-related  


	(1) Chairperson’s Name:  ______________________________
Job Title:_____________________________
(2) Name: ________________________ 
Job Title: _____________________________
(3) Name: ________________________

Job Title: _____________________________

It is best practice to involve the Line Manager in the interview process.

	Recommend for Employment:
Yes/No

If NO, please provide reasons:  ______________________________________________________________________________
______________________________________________________________________________

If YES, Attach to this form the Interview Assessment Form (HRM 08B), Psychometric Report and all handwritten notes and pass, without delay, to the HR Representative.


	Chairperson’s Signature:
	Date:


Post Interview Process:

The Chairperson must ensure all of the information listed below is provided to the HR Representative as soon as possible after the interview process is complete:

· Photocopy of all relevant pages of Passport  

· Photocopy of “eligibility to work” in location, if required

· Agreed start date

· Probationary Period (3 months or 6 months)
· Details of Salary and any agreed benefits
· Re-location package agreed, if relevant

· All other material information that is required to be included in the written statement of terms and conditions (Employment Contract).

Records:
Applicants may have the right to request access to the full range of documentation used in the selection process.  It is important therefore that all written evidence is factually correct and legible.  After the relevant retention timescales all documentation, (with the exception of the successful candidates’) will be confidentially destroyed. 

	Chairperson’s Signature:
	Date:


