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Interview Preparation: Checklist
The following list is a memory aid for managers conducting behavioural interviews.  Some of the items may be relevant to you or your area, others may not.

Before the interview

Date and time set for interviews

 FORMCHECKBOX 
 Create a master timetable, outlining the interview date(s) and times, interview panel members, rooms and candidates.

As a guideline we recommend that you should do no more than 6 interviews per day per interview panel. If you plan to interview more than 6 candidates, consider having more than one interview panel (and, therefore, more than one interview room) or holding the interviews over several days.

 FORMCHECKBOX 
  Allow enough time between each interview for the panel members to refresh themselves and to review their notes taken in the previous interview if needed (e.g. make sure notes are legible).
 FORMCHECKBOX 

Consider having a ‘reserve’ interview day / time blocked off in panel members’ diaries and room booked. This will give you the option to re-schedule an interview if you feel it’s appropriate, or hold second interview(s) if you have two candidates that you cannot decide between.

Candidates
 FORMCHECKBOX 

List of candidates to be interviewed (with contact numbers) and details of interview date/time (this might be on your timetable).
 FORMCHECKBOX 

Information sent to candidates (location of interview including map, date, time, any requirements of the candidate i.e. bring along relevant qualifications, and asking whether the candidate needs any reasonable adjustments).
 FORMCHECKBOX 

Any special requirements of the candidates catered for.
 FORMCHECKBOX 

Candidates’ application forms, tests results carefully considered

Location and environment

 FORMCHECKBOX 

Suitable room booked (not too big or too small).
 FORMCHECKBOX 

Layout of room chosen (whether there is to be a table, how the chairs are situated etc).
 FORMCHECKBOX 

A visible clock or time piece to keep interviewers on schedule.
 FORMCHECKBOX 

Is the room suitable for disabled candidates?

Panel members
 FORMCHECKBOX 

Selected and responsibilities delegated (i.e. Chairperson).
 FORMCHECKBOX 

Time allocated in their respective diaries.

 FORMCHECKBOX 

Standby panel member notified in case of unforeseen events (i.e. illness, work emergencies etc).
 FORMCHECKBOX 

Core interview questions designed, discussed and allocated to each panel member.
 FORMCHECKBOX 

Selection criteria discussed and agreed (taken from job profile).
 FORMCHECKBOX 

Consider possible questions the candidates may ask and have relevant information available (e.g. next steps).

Meet and greet
 FORMCHECKBOX 

List of candidates, times and location of interviews sent to reception desk of building where the interview is to take place.
 FORMCHECKBOX 

Someone allocated to greet the candidates and take them to the interview (visitor passes may need to be arranged).
 FORMCHECKBOX 

Suitable waiting area for early candidates.
 FORMCHECKBOX 

Refreshments and toilet facilities available for candidates.

During the interview

Environment
 FORMCHECKBOX 

Room not too hot or too cold.
 FORMCHECKBOX 

Good light (no dazzling sunshine, or flickering lights).
 FORMCHECKBOX 

Ensure that there are no distractions for the panel members or candidate (noise from outside the room, people walking pass if glass fronted etc).
 FORMCHECKBOX 

People in the vicinity are aware that interviews are in progress/ do not disturb interview in progress sign on door.
 FORMCHECKBOX 

Fresh water is available for candidates and panel members.
 FORMCHECKBOX 

Somewhere for candidates to put coats, bags etc.

Chairperson
 FORMCHECKBOX 

Introduce the panel.
 FORMCHECKBOX 

Explain which role the interview is for and the process including approximate length, number of questions and topic areas.
 FORMCHECKBOX 

Explain that the panel will be taking notes throughout the interview.
 FORMCHECKBOX 

Build rapport with the candidate.
 FORMCHECKBOX 

Control the interview (keep candidate on track if ‘rambling’, move on to next question if candidate can’t answer etc).
 FORMCHECKBOX 

Keep interview on schedule.
 FORMCHECKBOX 

Be prepared for the unexpected – candidate freezes on a question, talkative/shy candidates, interruptions (fire alarm) etc.
 FORMCHECKBOX 

Answer any question from the candidate as fully as possible, but don’t be afraid of saying “I don’t know, I will find out and get back to you” if you can’t answer a candidate’s question.
 FORMCHECKBOX 

Thank the candidate and explain what the next steps will be.
 FORMCHECKBOX 

Show the candidate the way out.

Panel members
 FORMCHECKBOX 

Ensure mobile phones are switched off.
 FORMCHECKBOX 

Ensure note taking is sufficient to make a reasoned, evidenced judgement.
 FORMCHECKBOX 

List of the core questions available and each panel member aware of who will be asking what questions.
 FORMCHECKBOX 

Familiarised with the job profile and selection criteria being assessed.
 FORMCHECKBOX 

Have a list of candidates and interview times.
 FORMCHECKBOX 

Be aware of body language; both yours and the candidates.

Between interviews

Panel members
 FORMCHECKBOX 

Do not discuss or comment on the candidate / interview until you are sure the candidate has left the immediate vicinity.
 FORMCHECKBOX 

Individually read through your notes to ensure you understand them while still fresh in your memory and that you have recorded sufficient evidence to base your decision on.
 FORMCHECKBOX 

Have a break/leave the room/stretch your legs.
 FORMCHECKBOX 

Prepare room for next candidate.
 FORMCHECKBOX 

Prepare yourself for next candidate.

After the interviews

Panel members
 FORMCHECKBOX 

Individually transfer the candidates’ evidence from your notes onto the selection criteria template (e.g. Interview Schedule).
 FORMCHECKBOX 

Individually assess each candidate against the selection criteria.
 FORMCHECKBOX 

Panel to meet to discuss the outcomes and to come to a finally decision.
 FORMCHECKBOX 

Is there a standby candidate you would appoint if successful candidate rejects the offer?

Recruiting manager
 FORMCHECKBOX 

Telephone successful candidate as soon after the decision is made as possible and verbally confirm the offer (subject to suitable references/pre-employment checks/CRB).
 FORMCHECKBOX 

If you have a standby candidate contact them and ask if you can keep their details on file for six months.
 FORMCHECKBOX 

You must send the interview notes for the successful candidate to your Resourcing Advisor.
 FORMCHECKBOX 

Store all other interview/selection process paperwork in a secure location for six months and then destroy as confidential waste, or send to your RA.
 FORMCHECKBOX 

Keep in contact with the successful candidate whilst waiting for references/medical checks and/or CRB checks, as this can take weeks or months to process.
 FORMCHECKBOX 

Once a start date has been confirmed prepare the induction process.
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