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Candidate Screening & Interviewing
These tools help maintain fairness, structure, and legal compliance during the selection process.
Application Screening
· Application Scoring Matrix 
· Based on the person specification (helps standardise shortlisting)
· Shortlisting Form 
· Notes
· Decision rationale
Interview Preparation
· Interview Pack for panel members, including:
· Interview schedule
· Interview questions
· Assessment criteria or scoring sheets
· CVs & applications
· Role-related tasks/tests
· Structured Interview Questions Bank
· Behavioural (STAR) questions
· Technical questions
· Values‑based questions
Assessment Tools
· Practical Task Instructions (e.g. writing test, scenario exercise)
· Technical Assessments
· Scoring Rubrics
Post‑Interview
· Candidate Evaluation Form
· Interview Outcome Record (for audit trail)
· Reference Check Template

Job Offer & Pre‑Employment Checks
Ensuring the transition from “candidate” to “employee” is clear and compliant.
Offer Documentation
· Conditional Offer Letter
· Contract of Employment 
· Terms & conditions
· Hours, pay, holiday, probation
Compliance & Checks
· Right-to-work checklist (UK Home Office compliant)
· DBS check process information (if relevant)
· Employment / character reference request templates
· Proof of qualifications verification form
· Data consent forms (GDPR)
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