GUIDANCE FOR PANEL MEMBERS 

This guidance is intended as an aide memoir only to help guard against unfair bias in the selection process.  It must not be used as the sole reference for guidance on sifting and interviewing - further guidance can be found on the Filling Vacancies and Recruitment websites which must be referred to for the most up-to-date policy guidance.  

GENERAL 

· The panel must comprise at least two members

· It is a requirement that all members of the panel must be competent to undertake their duties and the Chair of the panel must be satisfied that this is the case

· The Prison Service is an equal opportunities employer and there must be no unlawful discrimination, either direct or indirect, during selection

SIFTING

· Use an objectively justifiable scoring system to determine whom to call to interview. The system to be used must be agreed by the panel at the start of the sift process.

· Assess and score candidates independently and then aggregate the scores. 

· GIS applicants meeting the stipulated minimum eligibility criteria must be invited to interview

INTERVIEWING

· Ensure that the physical arrangements for interviews are satisfactory - for example: catering for any one with a disability

· Use an objectively justifiable scoring system to establish the order of merit, indicating whether candidates are considered suitable or not suitable

· Produce a brief agreed assessment for each candidate that can be used to give feedback to candidates

Avoid the common pitfalls of interviewing:

· Not structuring the interview 

· Making a snap judgement about the candidate - it has been shown that judgements are formed quickly sometimes within the first 2 minutes of the interview and the rest of the interview is then used to gather evidence to reinforce that judgement

· Stereotyping - each candidate is an individual and must be assessed as such.

· Mirroring – rating people positively or negatively according to whether they are similar or dissimilar to the interviewer.

Remember:

· The concentration span of many interviewers dips during the interview.  Taking notes during the interview not only helps in the assessment at the end of the interview but also aids concentration.
