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Preparing for Interview Guidance
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Guide to the interview process
The interview should have four key stages:
Stage 1:     Welcoming the Candidate
Stage 2:     Questions – Competency and values questions 
Stage 3:     Creating a Scoring Criteria
Stage 4:      Closing the Interview
Stage 5:     Scoring

Stage 1      Welcoming the Candidate
· The Chair of the panel should welcome the Candidate and thank them for attending. Introduce yourself and ask members of the panel to introduce themselves 
· Go through the structure, aims and format of the interview.  An example script is provided below:
This interview will last for approximately [give the approximate timing here]. During the interview, we will focus on particular aspects of your previous experience which are relevant to some of the competencies/behaviours required for the role of [give the title of role you are interviewing for here].
Some of our questions will be competency based which means we will be asking you to provide examples/events that demonstrate your ability to undertake that aspect of the role. Other questions may be values questions, these show us you have learnt from previous experiences and live by the Trust values. When answering the questions, I would like you to think of real examples/events that have happened in the past, where you had a key involvement. Once you have thought of a specific example/event, I would like you to describe in detail:
STAR model
· situation - the situation you had to deal with
· task - the task you were given to do
· action - the action you took
· result - what happened as a result of your action and what you learned from the experience
		
We may prompt you to provide further information in relation to each of these areas as we go through the interview. We will also be taking detailed notes throughout. Do you have any questions before we begin?”
Stage 2:     Questions
We want interviews to give candidates a way to show case best examples of skills and knowledge by using competency based questions and behaviours by using values based questions.  
As a guide we recommend between 5 – 8 core questions are used in a 40-minute interview.  If your interview is longer you would add in more questions.  The core questions should cover the key criteria on your person specification.  

Compilation of the questions should be competency based and skills / knowledge linked to the Trust values.  

1 Competency based questions

Competency based questions enable candidates provide examples/events that demonstrates their ability to undertake that aspect of the role.  Questions tend to start with

“Tell me about a time ….”
“Please provide an example of when you have ….”
“Describe to me how ….”

2 Values based questions

Values questions ask the candidate to link their knowledge to our values and how they have learnt from previous experiences. Questions can be

“One of our values here at Salisbury Hospital is progressive, could you explain a time you have shown progression without your work?…………”
“We work closely with other departments across the Trust following our Trust value friendly. What does the value friendly mean to you?..................”

A full list of values questions can be found here (insert link)

3	Probing’ questions 

These are additional unscripted questions that you might need to use in order to explore the Candidate’s response in more detail, or if you want to gain further information, 

“Could you tell me more about that?” 
“Can you please clarify what exactly you mean by …? 
Who else was involved ?” 
“What did you learn”

Within the answer you should be looking for 

Circumstances 		The circumstances or context
Behaviours                      The behaviours or actions the Candidate displayed
Impact                              The impact or the outcome achieved. You should aim to
                                          spend proportionately more time exploring Behaviours
                                          and Impact and less on Circumstances.


4	Band 8a’s and above

For Bands 8a and above, 1 of your core questions must cover Equality, Diversity, and Inclusion. These could be: 

“Please explain a time you have promotes inclusion and diversity in your department or team?.....................”
“Could you tell me about a time when you have encouraged others to not discriminate against a colleague?..........................” 
“Explain a time when you have stood up and spoken out about a subject within equality, diversity and inclusion..................”

Internal promotions will be looking for clear evidence of promoting equality, diversity and inclusion.

Stage 3     Creating a Scoring Criteria
As part of the scoring criteria, you need to identify at least 3 key elements that you are looking for within the answer.  These need to be added to the Interview template prior to interview.  
Questions and scoring criteria will apply to all candidates.  
An example of a competency based question and scoring is as follows:- 
Tell me about a time you dealt with a difficult patient?  Can you tell us what happened, what you did, and what was the outcome (using the STAR model)
Scoring criteria
1 Proactively listened to patients worries and concerns to understand why the patient was being difficult
2 Worked to find a solution, alone, with the team or supervisor
3 Actions taken resulted in change in patients behaviour
Stage 4:     Closing the Interview
· You should thank the Candidate and inform them that the interview has finished.
· You should ask the Candidate if they have any questions.
· You should explain to the Candidate what happens next (eg when they will be informed of the selection decision, what their next assessment is, where they need to go next).
Stage 5:     Scoring
· You should aim to assess the Candidate’s responses as soon as possible after the interview has finished, preferably before you start your next interview.
· The panel need to evaluate each of the answers to the questions together to agree the score for each question.  There is no requirement for each panel member to score separately.  Each candidate should have 1 total score.
To score use the following:-
· 0 – No positive indicators shown – candidate failed to answer the question with example 
· 1 – Gave limited details to answer and showed a few positive indicator to behaviours required in the role 
· 2 – Candidate gave a good detailed example which showed a number of positive factors towards the role 
· 3 – A confident answer where knowledge of the behaviours required for the role was shown. Candidate provided 3 or move positive indicators 

You must keep interview notes for 3 months, after this time you can dispose of them in the confidential waste bags. Recruiting Managers should be aware that these notes may be provided as official documentation for any legal challenges. 
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