
 

 

Conducting Interviews 

 

Preparation & Environment 
 
Prior to the interviews commencing, ensure the room is tidy and all equipment is working 
and connected as required. Decide where the panel and candidate will sit and place chairs 
accordingly.  
 
Depending on the location of the interviews it may be sensible to inform reception / SST / 
security of the schedule and names of the candidates expected.  
 
Ensure a watch or a wall clock in the room is visible to the panel and candidate to enable 
tracking time during interviews.   
 
Place a sign on the door advising that interviews are taking place ensure no interruptions.  
 
Make sure you have your interview packs and schedule ready and have read through them 
thoroughly. 
 
ID Verification  
 
Refer to the Interview Documentation Checks document.  Candidates identification must be 
verified on the day along with any relevant qualification certificates. 
 
During the Interview  

If a candidate arrives and they have not declared a pre-existing disability but one is evident, 

the candidate should be asked again if they require any reasonable adjustments and 

wherever possible these should be met. 

Candidates should be advised of any planned fire alarms, or confirm that there are no fire 
alarms scheduled. The candidate should also be shown the nearest fire exit. 
 
In order to get the best results from interviews, candidates should be given appropriate time 
to demonstrate capabilities, and to ask any questions they may have about the role during 
the allotted time.   
 
Alongside the interview questions, panels should discuss the role location, duration (ie 
permanent, secondment, fixed term) and shift pattern of the role. Also, if candidates intend to 
have any commitments alongside the role (such as university / secondary employment) to 
ensure that there will be no potential conflicts.  NHS 24 complies with the Working Time 
Directive regulations of staff working no more than 48 hours per week on average across all 



employments and include appropriate rest breaks, this should be confirmed to candidates 
and any discussion around this clearly noted. 
 
If the role requires training at a different base, or at different times from the  
contracted hours candidates must be made fully aware of this.   
 
Candidates should be informed that the outcome of the interview will be communicated to 

them as soon as possible (normally within 7 days). 

Scoring and Panel Washup 

 
It is always a good idea to have a 'wash up' session at the end of the day with all panel 
members.  This allows panel members to discuss their thoughts, score the candidates 
effectively with input from all, and decide on the outcomes.  All panel members should agree 
on the same scores before they are documented. 
 
For competency based questions the candidate must demonstrate a specific example rather 
than speak in general terms – if unable to provide a specific example then the question must 
be marked accordingly.  Scoring is determined by utilising the positive and negative 
indicators for each question, and aligning them to the appropriate score.  A question cannot 
be appointed a ½ mark, as the indicator has either been satisfactorily met or not.  In some 
instances a candidate may not provide enough evidence for the panel to mark the question 
anything other than "no evidence".   
 

Paperwork should be fully completed by each panel member, ensuring each copy is signed, 

before returning all items to the recruitment team. 

  

 

 

 
 
 


