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Interview Details Form

	Job Title/ Ref No: 


	

	School/Unit: 

	

	Date of Interview: 

	


	Names of Shortlisted candidates

	
	

	
	

	
	

	
	

	
	

	Name(s) of Reserve candidate

	
	

	
	


	Interview 



	Start Time of first interview

	

	Time allocated for each interview (please specify):  

Academic & Academic Related 

normally 30 – 45 minutes
Non Academic 

normally 20 – 30 minutes

	· 20 mins
· 30 mins

· 40 mins

· 50 mins

· 1 hour
· Other, please specify

	Location of Interview: 

	

	Where/who should candidates report to on arrival: 
	


	Presentation/Skills Test

	Will there be a presentation/skills test?   

	Yes/No

	If yes: please provide Presentation/Test details:



	Date of presentation: (If different from Interview date)
	

	Start Time:
Only applicable if the presentation/skills test is on a different day 

	

	Time allocated for each presentation/skills test:

Academic & Academic Related
normally 20 - 30 minutes followed by 10 minute question session.

Non Academic  
normally 20 – 30 minutes


	· 30 mins

· 40 mins

· 50 mins

· 1 hour
Other, please specify:

	Please specify who will be in attendance at the presentation if other than panel members:

	

	Location for presentation/skills test:

	

	Where/who to report to: (if different than specified above)

	

	Will audio visual equipment be available if required:
	Yes/No

	If yes: please provide details of the facilities eg PowerPoint 

	

	Other Events during selection process

	Please specify details of any other events during the interview process (eg Tour of the School/Unit, Lunch, Dinners etc).  



	Selection Committee

	If you have not already done so, please provide the names and job titles of ALL members of the

Selection Committee.
Convener:

Panel member:

Panel member:

Panel member:




All selection committee members are asked to inform HR of any conflicts of interest, whether personal or business related, with any of the candidates noted above.  In such instances, the Head of School/Unit/Master/Designated Other must be the Convener (as appropriate to type of vacancy).  Further information can be found at https://www.st-andrews.ac.uk/policy/research-external-work/declaration-of-interests-policy.pdf  and further advice may be sought from the Recruitment Team where a conflict arises.
To ensure a positive candidate journey, conveners must ensure they have provided feedback or an update to candidates that are interviewed within a maximum of 7 days following completion of the interview.

Please complete and return this form by email to vacancies@st-andrews.ac.uk to the Recruitment Assistant with this vacancy.  

