ORGANISATION NAME/LOGO


“This template document and others have been produced by Sport Wales and will need editing before use.  Guidance notes to help you do so are set out throughout the documents, and square brackets in the body of the document indicate areas that require editorial attention.  Whilst Sport Wales endeavours to ensure the information contained is up to date and correct, we make no representations of any kind, express or implied, about the completeness, accuracy and suitability of the documents provided. Any reliance you place on such information is therefore strictly at your own risk.  In no event will Sport Wales be liable for any indirect or consequential loss or damage, arising out of, or in connection with, the use of these templates.  If you have any doubts about the editing or use of these templates, please seek professional legal advice.”
INTERVIEW RECORD FORM: TO BE COMPLETED FOR EACH CANDIDATE
	Introductions

	Refreshments.  Encourage interviewee to try and relax.

	Inform them of format of interview:  e.g. interviewer questions, interviewee questions and any tests/presentations.  Interview to last XX minutes – interviewee to keep responses concise so all areas can be covered within the time allotted.

	Brief introduction to [NGB/Organisation]:  key objectives, values, number of staff and how this post would fit in.



Post title: _______________________
   Location: _________________________​______
Name of candidate: ___________________________________   Date of interview: ______________________________

(You may find it useful to list your criteria in the same order as that detailed in the Person Specification).

	Criteria
	
	Questions
	Notes
	Rating

	1


	e.g. Management
	Tell me about a team you have managed recently?  How did you ensure that you created a learning environment?
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	Total Score:


	


Decision: Appointment recommended   FORMCHECKBOX 
        Not recommended   FORMCHECKBOX 



Completed by: __________________________________________________

	Closing

	End of interviewer questions.  Invite interviewee questions.

	Inform candidates that if successful, their Contract of Employment would be issued subject to the receipt of satisfactory references. Check with applicants if there is anything that is likely to be raised in those references we need be aware of?

	Advise if DBS check will be undertaken 

	Salary expectations / notice periods

	Next steps e.g. timeframes for confirming outcomes, remainder of interview process if applicable.


Form to be retained securely for [x] months/years; it may be referenced within agreed candidate general feedback process if appropriate – must not be released to candidate.
Rating:


1-10 where:





10 -Excellent and 


1 - Not demonstrated











