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Recruitment and Selection Services
STAGE 7 - INTERVIEW AND ASSESSMENT 

All Interview and Assessment events are a two way process; an opportunity for the manager to select the best candidate for the role, and also an opportunity for a candidate to determine whether the school is the right organisation for them. Remember, a candidate is highly unlikely to have only applied for one opportunity and so are likely to be interviewing at other organisations and drawing comparisons. 
The impression that is made at the interview stage is important and will set the tone of the employment relationship going forward, if that is the outcome. 

A scoring matrix is available for your completion – please note it is important that you only assess skills/behaviours essential to the role with appear in the job description / person specification.  The marking system agreed before hand must be used and applications must be scored separately before a final mark is given.
The school should provide a positive and professional image to all applicants, who will be expected to undertake a rigorous, fair and appropriate interview and assessment. 

7.1 The Interview Panel 

In compliance with the mandatory requirement under the School Staffing (England) Regulations, at least one person on the panel for the appointment of any member of school staff must be trained in safer recruitment approved by the Secretary of State. The CWDC on line training is designed specifically   for schools for this purpose, and replaces the online NCSL training. Anyone who completed the NCSL module will update their training after a maximum of 5 years by completing the CWDC module. Link to cwdc guidance
A gender balance is desirable, where possible. 

7.2 Adjustments 

It is the school’s responsibility to make reasonable adjustments for applicants, should they be required, in order to attend and participate fully with the selection and assessment process. The types of adjustments that may be made are wide ranging and varied and could arise for all sorts of reasons, such as requirements for additional time to undertake an assessment, flexibility regarding child care arrangements or written materials in different formats. 

Reasonable adjustments are about ensuring that all applicants are given the best possible opportunity to demonstrate their ability for the task being assessed. Most adjustments required will be very straightforward and simple. 

Failure to make reasonable adjustments would contravene our duties under the Equalities Act 2010 and could result in a legal challenge.  Further guidance is available from Equalities Act 2010 (FAQs EIQs Jan 2011)
What is considered ‘reasonable’ is not defined in law but managers can be guided by common sense. If you would like to discuss any reasonable adjustment please contact a member of the Recruitment Team.

All assessments offered can be subject to adjustments to ensure validity. 
7.3 Assessment Service 

The Assessment Service is able to provide robust testing and assessment tools covering a range of skills and behaviours.  Based on the information contained within the Person Specification and focussing on between four and six key behaviours or skills the Assessment service can provide the following types of assessment.
Occupational Personality Questionnaire / Psychometric Tests

Candidates complete a wide range of personality based questions – either during the assessment process or online in their own time - identifying behaviour, preferences and attitudes in relation to different aspects of working life. Answers given in these tests can be a very good indicator of the preferred working style and likely behaviours of different candidates. However, do be careful to avoid subjective decisions based on this. These types of assessments can provide you with a real insight into what somebody is actually like to work with.  Costs vary and include a detailed report based on pre-agreed competencies and recommended interview questions for each individual.  

Group Tasks

Group tasks can be either assigned or non-assigned.  In an assigned task each participant is allocated a role, often representing a different function within an organisation.  Candidates will be fully briefed and given an objective to pursue during the exercise.  This may conflict with the objectives of others and the organisation’s wider aims and objectives.  This will provide opportunities for assessors to observe persuasive communication and the extent to which candidates focus on pursuing favourable outcomes for themselves, others or the organisation as a whole.  These exercises may create a more competitive environment than non-assigned exercises.  In a non-assigned group discussion all candidates receive the same brief and undertake an unstructured discussion.  Rather than competing for resources or funding, these exercises tend to be more co-operative in nature. 

This exercise measures a variety of competencies which can include flexibility, leadership, organisational sensitivity, persuasive oral communication, interpersonal sensitivity, teamwork and initiative as well as many others. Exercises are available in a variety of situations and contents. 

Presentation

Presentations can vary hugely in terms of duration, style, audience and preparation time. Candidates might be asked in advance to prepare to present information on a subject in the formal interview . Alternatively, they may be given ten minutes on the day to prepare before speaking to staff or pupils for five minutes. This can be a good way to ensure stakeholders are involved and to test candidates’ communication skills and ability to think on their feet. 
Analysis Exercise
Candidates are presented with a large amount of information and required to analyse and then communicate their conclusions or recommendations to assessors.  This communication might be a written report or a presentation. The contents of the exercise can be selected from a series of situations.

In-tray Exercise

In tray exercises test a candidate’s ability to prioritise, delegate, plan and work under time pressure.  The candidate is given access to an ‘in-tray’ of emails/letters and other documents which must be addressed.  This might include complaints, projects, administrative issues, staff issues etc.  Candidates must prioritise and decide the appropriate course of action for a number of tasks and issues as well as considering their overall approach to the exercise. Crucially, candidates are required to explain their actions and how and why they prioritised tasks as they did. 

Ability Tests

Involve reasoning with verbal information and/or numerical data. Have definite right or wrong answers, a set time limit and assess speed and accuracy in defined test conditions. These vary in difficulty.

IT Tests

Interactive assessments measure ability in a range of IT based applications including Microsoft Office, data entry, copy typing and other IT orientated areas. 

7.4 Questions and Interview Process 

In certain circumstances recruiting managers may make the decision to carry out some pre-interview assessments, either to support the short listing process or as part of a staged interview process.
Questions
The questions asked at interview should be set before the interview takes place.  These will be questions based around the job description and the essential and desirable criteria outlined in the Person Specification, and will give each candidate an equal opportunity to demonstrate their skills, abilities and experiences through their answer to the questions
All questions must be asked of all applicants to ensure a fair and consistent process. In addition to the questions, non-standard probing questions may be used to delve deeper into candidates’ replies to the set questions or to explore any inconsistencies.
Questioning Styles
	Open or general
Recommended 
	These are questions which cannot be answered with a single word response.  They usually begin with What, How, Where, Who, When, Why or Tell me about.  Their key purpose is to obtain information from the candidate, which can be matched against the Person Specification.



	Probing 

Recommended
	This type of question asks for clarification or expansion of something the candidate has said, usually in response to an open question. They might also be used to follow up on points made by the candidate in their application form.



	Problem centred

Recommended


	Usually this form of question is used to assess how an individual has dealt with a particular situation i.e.; could you tell me about a difficult situation you have had to deal with?



	Clarification
Recommended
	Statements of fact or information are given to the interviewee and clarification/understanding is requested.



	Closed or specific
Limited Use 
	These questions are ones where the only answer can be, ‘Yes’ or ‘No’ or ‘I don’t know.’  They may be used to check information or to get a definite response quickly. Effective interviewers ensure their use is restricted as excessive use may make the interview seem like an interrogation.



	Hypothetical 
Not recommended 
	Hypothetical questions, which ask the candidate how they would behave in a given scenario, are best avoided. It can be much more useful to ask the candidate to draw on some real life experiences from the past and ask what actions were taken.



	Multiple 

Not recommended 
	Multiple questions, where there are several questions all in one, can be confusing and should be avoided. Most commonly, only one part of the question is answered with the result that no evidence is gained in the other areas. Example: “What would you do if you had a particularly disruptive child and if your action was not successful; how should you deal with the outcome and at what stage would you write to the child’s parents?”


	Leading
Not recommended 
	Leading questions are not normally very helpful and reveal little. The answer is usually in the question, such as “I think that school uniform is essential, do you agree?”. They can, however, occasionally be useful for testing reaction or relaxing a nervous candidate at the start of an interview. 




	Stress
Not recommended 
	Stress questions deliberately involve contradicting something the interviewee has said.  These types of questions are used to see at first hand the reactions of a candidate in a stressful situation.  It is not considered good practice to use such questions as they are unlikely to demonstrate accurately how a candidate will react under pressure; the stress that is result from the questions will bare no resemblance to the stress within the role. 



	Pre- Released 

Recommended


	Pre released questions (questions provided to candidates in advance of the interview) can be useful to allow candidates to research and consider their response. 


Question Top Tips

· Make sure all the questions are linked to the pre-established selection criteria.
· As a general rule ‘open’ questions (see above) should be used and the candidate given time to respond fully.
· Think about what you are looking for in an answer beforehand so you can probe candidates deeper if they are not giving you the information you need.
· Balance probing questions with introductory ones to put candidates at ease.
· Questioning should be rigorous. If a candidate is appointed without going through a sufficiently challenging selection process, any lack of understanding might well be revealed in their subsequent performances in their role. The more searching the selection process, the more confident the panel can feel about the appointment that is made.
· Questions should be asked in a logical sequence that does not jump from one area back to another.
· An open-ended question with three or four probes should take about 5 minutes to answer fully.  It is important to seek depth of answer and to really probe candidates.  Leaving a further 10 minutes for introductions, wrapping-up, questions from candidates etc, this means a 30 minute interview should consist of around 4 questions.
· Questions of a personal or family nature are entirely inappropriate, as are questions about possible length of stay in the post if appointed. These types of question can be perceived as discriminatory even when they are intended to be purely conversational.
· Questions about a candidates health or absence record is illegal and must not be delivered.
· The candidates may have been to several interviews during their careers and be well-rehearsed in answering standard questions. Consider inventive questions that will really make candidates think on their feet.
· Always give candidates time to ask questions about the job and the organisation when the formal questioning has finished.
· At the end of the interview, ask candidates if they are still interested in the post in case they no longer wish to be considered.
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7.5 Suitability Interviews for redeployees

As a Recruiting Manager, 
you may find yourself interviewing redeployees for a position.  If you are interviewing a redeployee, a suitability interview will suffice.  If you are interviewing multiple redeployees, it would be appropriate to carry out a competitive assessment process.  You will be required to provide feedback regarding the interviews to the case manager and be in a position to justify any decisions not to appoint.

Further guidance is available to you from the Recruitment Team and within the Redeployment Policy & Procedure.
(You should ask the same questions of all candidates.  This will ensure your process is fair and objective.  This will also allow you to obtain similar information in relation to the post from all candidates, making it easier to compare performance.





You are, however, welcome to ask candidates supplementary questions in response to their answers such as ‘can you explain that in more detail?’ in order to probe and explore answers in greater depth.








( Under the Equalities Act 2010, it is unlawful to ask any health or sickness related questions during the interview process� HYPERLINK "Equalities%20Act%202010%20FAQs.doc" ��.  Please refer to the Equalities Act 2010 (FAQs Jan 2011)�
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