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INTERVIEWS FOR ACADEMIC APPOINTMENTS
Before the interview, all members of the selection panel should have received:
· Venue details/timetable

· Candidates’ CVs and completed application forms

· References

· The advertisement and Further Particulars

On the day of the interview, this form must be completed and given to the Consul.  

	Department/Division
	     

	Interview for Post of
	     

	Interview Date
	     

	Name of Consul
	     


To be completed by the Department.
Where/when was this post advertised?

How many applied for the post (specifying the number of males and females)?
Total applications: _____ (___ Male & ____ Female)
Number of candidates shortlisted: ____ (_____ Male & ____ Female)
Names of the candidates shortlisted:

Please provide the names of the shortlisting panel (if different from the interview panel)
Interview panel membership (please list their names):
Please list the panel members who have completed the online recruitment and selection course.
Summary of the basis for the final decision 

e.g. input from other evaluation activities such as departmental seminars, student panels etc
To be completed by the Consul
I confirm that the Departmental section of the form is complete                                     
I confirm that I sat on the above interview and that the following applicant has been selected as the preferred candidate.
	     


The interview panel agreed that, if the preferred candidate does not accept the offer, the following candidate/s is/are of the appropriate calibre to be appointed to the advertised post.

	     


	Consul’s Signature
	     

	Date
	     


After the interview, this form should be returned to the member of the People Function (former HR) staff who is coordinating the appointment, or returned to the Departmental Administrator who is coordinating the interview, in order that they can send it to the senior appointments team when requesting the issue of the contract. 
A record of the main points of the post-interview decision discussion involving the Consul should be given below.                                                                

March 2013/July 2018/ January 2021/ March 2025 / November 2025
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