Interview Score Sheet

District/Circuit/Church:      
	Job Title:
	
	Candidate’s Name: 
	

	Completed by:
	
	Date of Interview:
	


	Guidance Notes:

· The Chair must help the candidate to relax and put them at ease in order to get the best out of the candidate.

· Individual scores must not be shared with other panel members during the course of the interviews, e.g. between interviewing candidates.

· Confidentiality must be kept during and after these interviews.

· In cases of a split vote, the final decision rests with the Chair.

· Feedback for each candidate will be agreed by the panel at the end of the day. The Chair is responsible for giving the feedback to the candidate.

· What is shared by the candidate may be interpreted as positive by one panel member but may be negative for another in which case that is not objective evidence and must be either dropped by the panel and declared as unusable as evidence, or the majority vote will decide. 

· Don’t assume you know the work of candidate even if you know them. Do not include any evidence you know about them from outside interview process. Don’t be afraid to push and probe. It is no good saying "I thought he did not answer it with any depth" unless you have tried two or three different ways to obtain that depth. Don’t let the candidate leave the room with an unasked question you have about them that is concerning you. Always ask the question!
· Under the Data Protection Act, a candidate can ask to see their interview scoresheet, so please keep this in mind.
For scoring written exercise and interview

· The only evidence that is permissible is your written notes so please write down (in ink) your reasons for your scores.

· Selection of the final candidate will be based on a) Total number of scores across the selection criteria (interview and tests)  and b) Ranking of candidates by each panel member

· Where responses are not strong but do demonstrate potential (for example, that they need to clarify some aspects of the advice first and will get back to the manager, as opposed to giving incorrect or misleading advice), this will be taken into account.



Scoring – candidates should be scored as follows:
	Strong Evidence
	3
	Good evidence
	2
	Little Evidence
	1
	No Evidence
	0


Weighting - Reflects their overall importance to the post:
	Very Important
	3
	Important
	2
	Less Important
	1


	Interview Questions
	Evidence
	Weighting
	Score
	Total Score (Weighting x Score)

	1. Insert question
	
	
	
	

	2.
	
	
	
	

	3.
	
	
	
	

	4.
	
	
	
	

	5.
	
	
	
	

	6.
	
	
	
	

	7.
	
	
	
	


	Do you have any questions you would like to ask, or anything you wish to add?

     
Notes for Chair:

Ending the interview:

· Thank the candidate for attending the interview.

· Let them know what happens next i.e. when you will be making your decision and how you will be letting them know the result 
· Note that all verbal offers are contractual agreements.
· All pre-employment checks have to be completed by the successful candidate BEFORE a start date can be agreed; therefore please do NOT discuss a start date at interview. 



	Summary of Scores:

	Presentation 
	

	Test
	

	Interview
	

	Total score
	


