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UNIVERSITY COLLEGE CORK 
INTERVIEW REPORT
Name of Post: 


Date of Interview: 

Venue: 
	Selection Committee
	Name

	Chairperson 
	

	Committee Member
	

	Committee Member
	

	Committee Member
	

	External Assessor
	

	HR Representative
	


Is the HR Representative a participating member of the Selection Committee? 
Participating: 
Yes: _______

No: _______
1. Introduction, Candidates and Questioning
This report and associated documentation sets out the proceedings of the Selection Committee.

The following candidates were shortlisted for interview:
	Candidate Name
	Candidate Name

	
	

	
	

	
	


Of the candidates shortlisted ____ withdrew from the selection process and ____ candidates were called to interview from the reserve list (listed below).
	Candidate Name
	Candidate Name

	
	


In accordance with the University appointment regulations, the Selection Committee agreed at the outset of the interview process and before any candidate presented for interview, which selection criteria were to be scored and the relative weighting of each criterion. The Committee further agreed the questions to be asked of candidates.
In accordance with fair procedures all candidates were asked the same opening questions. As required and depending on the response provided by the candidate, certain follow up questions were asked of individual candidates. A record of all questions asked of candidates by each Selection Committee member is attached.

All participating members of the Selection Committee were present for each interview and for the deliberation process.

2. Commencement of Deliberations – Unappointable Candidates
Having concluded the interviews the Selection Committee commenced the deliberation process and agreed that a number of candidates (listed below) were unappointable to the position. In accordance with the University appointment regulations a score in respect of unappointable candidates (if any) is not recorded but detailed feedback is provided and is outlined below.
	Candidate Name
	Detailed Feedback

	
	

	
	

	
	

	
	

	
	


3. Recommendation of Selection Committee – Appointable Candidates
The members of the Selection Committee having concluded their deliberations have determined that the following candidates meet the criteria for the post and are appointable to the position in the rank order listed.

The ranking of candidates is based on the scores obtained by individual candidates against the scored selection criteria as determined by the Selection Committee. Individual feedback in respect of individual candidates not identified as the most preferred candidate is recorded on the attached interview score and feedback form.
	Total Score
	Appointable Candidate Name

	
	

	
	

	
	

	
	

	
	

	
	


4. Mentor and Development Needs
In accordance with the appointment regulations the Selection Committee must identify a mentor and developmental needs for the appointable candidate (this requirement applies to all academic and support posts). 
For academic posts, the mentor should be appointed from within the academic unit (this should ordinarily be an experienced staff member other than the head of unit).

Note for lectureship positions and in accordance with the Policy for Academic Probation and Establishment, the relevant Selection Committee for the post is requested to make proposals in regard to any developmental areas that they identify as required for the potential appointees, particularly in regard to competence and experience in teaching, and performance measures should include any such specific recommended criteria.  (see the attached Generic Criteria for Probation and Establishment.

Nominated Mentor: ______________________________________________________________________________

More information is available at https://www.ucc.ie/en/hr/wellbeingdevelopment/mentoring/
Note a member of the Selection Committee, normally the Head of School/Unit must advise the mentor that s/he has been nominated. 
Detail of Development Needs identified by the Selection Committee (for inclusion in the contract of employment):
_____________________________________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

5. Garda Vetting

Will the post-holder require Garda Vetting

Yes
 FORMCHECKBOX 


No
 FORMCHECKBOX 

(This requirement applies to anyone who will have regular access to children and/or vulnerable persons in the course of their employment.  

A “child” means a person under the age of 18 years. 

A “vulnerable” person” means a person, other than a child, who (a) is suffering from a disorder of the mind, whether as a result of mental illness or dementia, (b) has an intellectual disability, (c) is suffering from a physical impairment, whether as a result of injury, illness or age, or (d) has a physical disability, which is of such a nature or degree as to restrict the capacity of the person to guard himself or herself against harm by another person, or that results in the person requiring assistance with the activities of daily living including dressing, eating, walking, washing and bathing.
*This form is signed by Members of the Selection Committee as an accurate record of the Interview Meeting. By signing this form Members of the Selection Committee confirm:
· agreement with the recommendations of the Committee
· that the recorded scores and feedback represent an accurate record of interview proceedings

· compliance with the Conflict of Interest Policy, as required under University Appointment Regulations
	Selection Committee
	Name
	Signature

	Chairperson 
	
	

	Committee Member
	
	

	Committee Member
	
	

	Committee Member
	
	

	External Assessor
	
	

	HR Representative
	
	


UMTO Post Reference: 
Approved
 ______________________________________

Date: __________________________________



Mr. Barry O’Brien


Director of Human Resources
Approved *
 ______________________________________

Date: __________________________________



Professor John O’Halloran


President

 *  The Regulation on Temporary Measures for Appointments During Covid-19 Pandemic provides that on identification of a recommended candidate for the post by the selection committee, an offer of appointment during the Closure Period may only proceed with the prior approval of the President.
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