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Recruitment Involvement Checklist:
Service Users

Appointing Officer

Interview Post






Date  
Before the interview
	Things to consider:
	Yes
	No
	Comments


	Were you invited to get involved in short-listing?


	
	
	

	Did you let the Appointing Officer know if you feel able and would like to be involved in short-listing?


	
	
	

	Have you had information about when the interviews will take place?


	
	
	

	Have you had information about where the interviews will take place, including directions to the venue?

	
	
	

	Were you provided with information about the job, for example, a job description and person specification?


	
	
	

	Were you invited to visit the service/ ward to gain an understanding of the environment?

	
	
	

	Were you invited to meet the Appointing Officer and the panel and to go through the questions?
	
	
	


At interview
	Things to consider:
	Yes
	No
	Comments/ Suggestions



	Were you properly introduced to members of the panel?

	
	
	

	Did you feel that you were treated as an equal member of the interview panel?


	
	
	

	Did you feel you were treated with respect?

	
	
	

	Did you declare if you knew anyone being interviewed?


	
	
	

	Was tea and coffee provided?

	
	
	

	Were your expenses reimbursed in a timely fashion?

	
	
	

	Were you comfortable with the arrangements for lunch?

	
	
	

	Did you let the Appointing Officer know how you felt that the process went?
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