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 Interview plan for academic interviews (2023)

#

Please complete and upload this onto iTrent as soon as possible (and no later than when you upload your shortlist). 
The information provided will be used to inform candidates of the arrangements for your interviews so please ensure it is accurate.
Interview plan completed by:
For position:

	Name:
	
	Position REQ:
	

	Date:
	
	Position name:
	


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

	


INTERVIEW DETAILS
	Chair of panel name


	

	Panel member names


	


	Interview date:
	

	Time held for interviews
(e.g. 9am to 4pm):
	


	Length of each interview 
	


	Room number booked for interviews
	


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

should report to when they arrive on campus: ___________________________________________________

Please also provide details of who should be contacted when candidates arrive at Reception / the above:
	Name:
	Extension:


PRESENTATIONS AND MICRO-TEACHING SESSIONS INFORMATION
	Date of presentations
	

	Start time of presentations 
	


	Length of each presentation:
	

	Length of time for questions:
	

	Room booked for presentations:
	


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




Please note that or ASE and ASER appointments a micro teaching session should also form part of the selection process (as well as presentation). 
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 sessions:
	

	Start time of sessions:
	


	Length of session (min. 10 minutes):
	

	Length of time for questions:
	

	Room booked for sessions:
	


	Please confirm the subject / title of the micro-teaching session for candidates:



EXTERNAL ASSESORS
Please provide details of two external assessors who can be contacted to provide external assessor reports (SL and above – not required for Lecturer posts). Please do not provide details of assessors who have not agreed to act as assessors.
	Name & Email -
	

	Name & Email -
	


Please tick the below to confirm that you have completed this interview plan in accordance with the below.

Please tick to confirm that the shortlist has/will be approved by the Executive Dean before uploading Yes  FORMCHECKBOX 
  
Please confirm all those involved in this recruit as shortlisting or interview panel members 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)
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)
Please tick to confirm that the external assessors have been contacted and have agreed to act as assessors
Yes  FORMCHECKBOX 
  
Please tick to confirm that the external assessors above 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)

Interview plan completed by:
	Name:
	

	Signed:
	

	Date:
	


Thank you for completing this plan. Please upload to iTrent with your completed and approved shortlist and contact resourcing@essex.ac.uk if you have any questions or queries.

