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Academic Interview Plan
Please complete and upload this onto iTrent as soon as possible and before the post closes.  The information provided will be used to inform candidates of the arrangements for your interviews. No action can be taken until we have received the completed form. Please contact the Resourcing Adviser if you need advice on any of the following:
1. Shortlist:

Please provide the names of those involved in shortlisting for this post:
	Name
	
	Name
	

	Name
	
	Name
	


	Please provide the date that shortlisting will take place:
	


Please tick to confirm that the shortlist has/will be approved by the Executive Dean before sending to the Resourcing Team

Yes  FORMCHECKBOX 
  

(Please note that for Academic posts we require the shortlisting grid a minimum of 12 working days before the interview date)
2. Interviews:
	Please provide the interview date:
	


Please confirm the availability of the panel on the above date:

	All day   
	PM only   
	AM only  
	Other – please specify:
	


	Length of each interview 
	


	Room booked for interviews
	


(Please confirm the room number. If you are unable to book a room within your department for interviews, please contact us for guidance).

Are you able to offer a Zoom interview to any candidates?  (Overseas candidates should be interviewed via Zoom where practicable)
	Yes
	No


Please provide names of the interview selection panel for this post:

(Panel must include minimum of two females and all panel members should be non-probationary)
	Chair of panel name
	

	Panel members 


	


(Please ensure that your panel meets the Ordinances 36, 37 and 38. For Lecturer/Senior Lecturer/Reader level posts the names should be sent to the Exec Dean for approval and you will need to ensure that the panel are available to interview on your interview date).
For Lecturer/Senior Lecturer/Reader level posts please tick to confirm that the panel names have been approved by the Chair
Yes  FORMCHECKBOX 
  
(For Professorial posts - the Resourcing Team will get approval of the panel from the VC or their delegate directly)
3. Presentations and teaching session 
	Date of presentation
	


	Start time of presentations 
	


	Please confirm the subject / title of the presentation for candidates:




	Length of presentation:
	

	Length of time for questions:
	

	Will PowerPoint be available:
	YES
	NO

	Room booked for presentations:
	


For ASE and ASER appointments a micro teaching session should also form part of the selection process. This can be delivered to the panel, or to other staff groups or groups including students. Exceptions to this element of the selection process must be approved by the Pro-Vice Chancellor Education 
	Date of micro teaching session 
	


	Start time of session 
	


	Please confirm the subject / title of the session for candidates:




	Length of session (min. 10 minutes):
	

	Length of time for questions:
	

	Will PowerPoint be available:
	YES
	NO

	Room booked for session:
	


4. External assessors
If the post is at Senior Lecturer or above, please provide details of two external assessors who can be contacted to provide external assessor reports. Please do not provide details of assessors who are not aware they have been nominated.
	Name
	
	Email
	

	Name
	
	Email
	


For Senior Lecturer/Reader level posts only please tick to confirm that the external assessors have been approved by the Chair
Yes  FORMCHECKBOX 
  
(For Professorial posts - the Resourcing Team will get approval of the external assessors from the VC or their delegate directly)

5. Catering

Please provide details of an admin contact within your dept who will be ordering catering for the interviews:

	Name:
	 
	Extension:
	


(The Resourcing Team can provide info and guidance to your department regarding catering)

6. Candidate arrival

Candidates are asked to report to Visitor Reception at the Silberrad Student Centre unless agreed otherwise. Please provide details of the person who will be collecting the candidates for presentations and interviews:
	Name:
	 
	Extension:
	


If candidates are not reporting to Visitor Reception at the Silberrad Student Centre please advise where they should report

	Location:
	


7. Candidate documentary evidence:

Detail below any essential documentary evidence candidates must bring with them to interview (e.g. certificates of qualification; professional registration; driving licence) 
The Resourcing Team will automatically request that right to work documents are brought to interview
	


8. Recruitment, Selection and Diversity training

I confirm all members of the interview panel have undertaken the University Recruitment and Selection Training via Moodle      Yes  FORMCHECKBOX 
    (Please note that panel members who are external to the University will also need to complete this training – contact the Resourcing Team for guidance)
Resourcing Team, People and Culture
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