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Recruitment Involvement Checklist:
For Appointing Officers

Appointing Officer

Interview Post






Date  
Initial request for service user/ carer at interview
To be completed before a service user/ carer attends an interview.
Please contact Sefyll or the Nexus directly to request involvement in interviews. 

	Things to consider:
	Responses


	How will the service user/ carer be involved in short-listing?


	

	Have you considered how you will cover expenses? This may include a taxi for disabled access or an early start or lunch if the interviews take place over a whole day.

	

	How will expenses be reimbursed? for example, through petty cash

	

	When will the interview take place?  Please include rough timetable as well as dates of interviews.


	

	Where will the interviews take place?  Can you provide directions?

	

	Can you provide a job description and person specification?

	


Before interview

	Things to consider
	yes
	no
	comments

	Has the service user/ carer been invited to be involved in short-listing?
	
	
	

	Has a suitable venue been made available for the service user/ carer to review the shortlisted application forms?
	
	
	

	Have the interview packs been made available in font size 12?
	
	
	

	Has the service user/ carer been invited to devise their own questions?
	
	
	

	Has the service user/ carer been invited to visit the area/ ward to gain an understanding of the environment and service?
	
	
	

	Has the service user/ carer been invited to meet you and the panel and to go through the questions?
	
	
	

	If required, has a taxi been booked for disabled access or an early start?
	
	
	

	Has it been agreed how expenses will be reimbursed?
	
	
	


At interview
	Things to consider:
	Yes
	No
	Comments/ Suggestions



	Was the service user/ carer properly introduced to members of the panel?

	
	
	

	Was the service user/ carer treated as an equal member of the interview panel?


	
	
	

	Was the service user/ carer treated with respect?

	
	
	

	Were refreshments made available?

	
	
	

	Were travel expenses reimbursed?

	
	
	

	Was the service user/ carer comfortable with lunch arrangements?

	
	
	

	Did you check how the service user/ carer felt about the recruitment process?
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