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RECRUITMENT
Recruitment Checklist -
Interview and Selection Process

	ORGANISATION
	

	ROLE TITLE:
	

	DATE
	

	HIRING MANAGER:
	

	HR CONTACT:
	

	INTERVIEW STAGE:
	

	INTERVIEW DATE(S):
	

	PANEL MEMBERS:
	

	RECRUITMENT REF:
	



Purpose:  This checklist guides hiring managers and HR professionals through every step of a fair, consistent and legally compliant interview and selection process.
Work through each section in order. All steps should be completed before a final appointment decision is confirmed.
This document should be retained as part of the recruitment file for a minimum of twelve months.
▪ How to Use This Checklist
Work through each section in sequence - any preparation sections must be completed before interviews are conducted.
Tick the checkbox in the Done column as each step is completed.
Use the Notes column to record relevant decisions, approvals, panel member names, dates or exceptions.
All panel members should have access to this checklist and understand the process before the interview day.
Complete the Completion Summary on the final page and retain the signed document as part of the recruitment file.


	1.  Pre-Interview Preparation - Panel and Process

	Done
	Step
	Task
	Guidance / Notes

	☐
	1
	Confirm the interview format - number of stages, panel composition and assessment methods to be used at each stage
	For senior or critical roles, a two-stage interview process is usually recommended

	☐
	2
	Identify and confirm all interview panel members well in advance - ensure they are available for all candidate slots
	Panel members should be confirmed before candidates are invited

	☐
	3
	Ensure all panel members have read and understood the job description, person specification and selection criteria
	 

	☐
	4
	Brief all panel members on the interview process, their individual roles and the scoring framework to be used
	Each panel member should understand what they are assessing and how

	☐
	5
	Confirm that all panel members have completed unconscious bias training and understand their obligations under the Equality Act 2010
	Do not proceed with untrained panel members

	☐
	6
	Agree which panel member will lead the interview, manage timings and ensure all areas are covered consistently
	 

	☐
	7
	Confirm the venue, room booking and any technology required (video platform, recording equipment, presentation facilities)
	Test all technology in advance - do not rely on it working on the day - what is the back-up plan if it fails?

	☐
	8
	Confirm the interview schedule - date, time, duration per candidate and breaks between candidates for panel discussion
	Allow at least 15 minutes between candidates for scoring and notes




	2.  Shortlisting and Candidate Selection

	Done
	Step
	Task
	Guidance / Notes

	☒
	1
	Confirm that shortlisting has been completed against the pre-agreed criteria in the person specification
	Shortlisting criteria must be set before any applications were reviewed

	☐
	2
	Ensure all shortlisting decisions have been recorded on the scoring sheet and can be justified against the stated criteria
	Retain recruitment records in accordance with the organisation's retention schedule, typically 6-12 months following completion of the recruitment process.

	☐
	3
	Confirm the number of candidates to be invited to interview is manageable and proportionate to the role
	Typically four to eight candidates per stage for most professional roles

	☐
	4
	Check that the shortlisted candidate group reflects a fair and appropriately diverse range of applicants relative to the pool
	If the shortlist is not sufficiently diverse, review the shortlisting process before proceeding

	☐
	5
	Confirm there are no undisclosed conflicts of interest between any panel member and any candidate invited to interview
	Any conflict must be declared to HR before the process proceeds




	3.  Candidate Invitation and Communication

	Done
	Step
	Task
	Guidance / Notes

	☐
	1
	Contact all shortlisted candidates promptly - confirm the interview date, time, location or platform link and duration
	Send written or email confirmation within one working day of shortlisting

	☐
	2
	Provide candidates with clear joining instructions including any practical information about parking, access or virtual platform requirements
	Consider any access issue for anyone with a disability.

	☐
	3
	Inform candidates of the interview format - whether there will be a panel, whether a presentation or task is required and what topics it should cover
	Candidates should not be caught out by unexpected elements on the day

	☐
	4
	Advise candidates of the assessment stages and what to expect at each stage of the process
	 

	☐
	5
	Ask candidates in advance whether they require any reasonable adjustments to the interview process
	Adjustments should be arranged before the interview day, not on the day itself

	☐
	6
	Confirm the timeline for decisions and when candidates can expect to hear back from you
	Setting clear expectations helps reduce candidate anxiety and helps employer brand

	☐
	7
	Notify unsuccessful shortlisted candidates promptly and professionally before the interview stage if they have not been selected
	You may want to keep some candidates in reserve in case you are unable to identify a suitable candidate at interview. If so, ensure keep open lines of communication with candidates




	4.  Interview Question Preparation

	Done
	Step
	Task
	Guidance / Notes

	☐
	1
	Prepare a structured question bank using the essential criteria from the person specification as the basis for all questions
	Every question should map to at least one assessed competency / criterion

	☐
	2
	Use behavioural questions (Tell me about a time when...) to assess demonstrated experience and past behaviour
	Past behaviour can be a reliable indicator of future performance

	☐
	3
	Use situational questions (How would you approach...) to assess reasoning, judgment and values where past experience is limited
	Useful for graduate or career-change candidates

	☐
	4
	Ask lots of open questions. Avoid questions that can be answered with one word or a yes or no
	 

	☐
	5
	Remove any questions that could be considered discriminatory or that invite candidates to discuss protected characteristics
	No questions about age, marital status, children, nationality, health, religion or disability etc.

	☐
	6
	Prepare follow-up probing questions for each main question to draw out specific detail, evidence and examples
	Examples: 'What was your specific role?', 'What was the outcome?', 'What would you do differently?'

	☐
	7
	Agree which panel member will ask which questions. Brief all panel members on their assigned questions in advance
	 

	☐
	8
	Agree a consistent set of opening questions and a consistent closing sequence to use with all candidates
	Consistency ensures fairness and improves the reliability of comparisons between candidates

	☐
	9
	Prepare a question to explore the candidate's motivations for applying and their understanding of the role and organisation
	 

	☐
	10
	Prepare a clear opportunity at the end of the interview for candidates to ask their own questions
	Candidate questions can also provide useful insight into their priorities and preparation




	5.  Scoring and Assessment Framework

	Done
	Step
	Task
	Guidance / Notes

	☐
	1
	Confirm the scoring framework to be used - ensure all panel members understand the scoring scale and what each rating means
	Typically a 1-5 or 1-4 scale with anchored descriptors for each level

	☐
	2
	Ensure the scoring sheet maps directly to the essential criteria in the person specification
	Each competency or criterion should have its own score. Do not use a single overall impression score

	☐
	3
	Print or prepare the scoring sheets for each panel member in advance - one sheet per candidate per panel member
	 

	☐
	4
	Brief all panel members that scoring should be completed independently for each candidate before any panel discussion takes place
	Panel discussion before individual scoring can lead to groupthink and anchoring bias

	☐
	5
	Confirm that notes should be taken throughout the interview to support scoring decisions - encourage factual, evidence-based notes
	Notes should record what candidates said, not interpretations or personal impressions

	☐
	6
	Agree a process for comparing and moderating scores across panel members after each interview
	 

	☐
	7
	Confirm how the scores from each stage of the process will be weighted and combined if there are multiple assessment stages
	 




	6.  Conducting the Interview

	Done
	Step
	Task
	Guidance / Notes

	☐
	1
	Welcome each candidate warmly - introduce all panel members by name and role at the start of the interview
	A composed and professional welcome reduces candidate anxiety and improves performance quality

	☐
	2
	Explain the structure of the interview, the approximate duration and what will happen after the interview
	 

	☐
	3
	Ask the same core questions to all candidates in the same order - do not vary the structure based on individual candidates
	Consistency is essential for fairness and legal defensibility

	☐
	4
	Allow candidates adequate time to think and respond - do not rush or interrupt
	 

	☐
	5
	Use prepared probing questions to explore responses in depth - press for specific examples, outcomes and the candidate's individual contribution
	Avoid accepting vague or hypothetical answers where specific examples are expected

	☐
	6
	Take factual notes throughout - record the substance of what candidates say, not your interpretation of it
	Avoid noting personal characteristics, appearance or irrelevant personal details

	☐
	7
	Avoid leading questions, loaded questions or questions that suggest the preferred answer
	 

	☐
	8
	Do not allow the conversation to venture into territory that could amount to unlawful pre-employment enquiry
	If a candidate volunteers protected information, do not probe further or record it in your notes

	☐
	9
	Manage time actively - ensure all questions are covered and all panel members have the opportunity to ask their allocated questions
	 

	☐
	10
	Close the interview consistently - thank the candidate, confirm next steps and the timeline for decisions
	Every candidate deserves a professional and respectful close, regardless of how the interview went




	7.  Psychometric and Additional Assessments

	Done
	Step
	Task
	Guidance / Notes

	☐
	1
	Confirm whether psychometric or other assessments will be used as part of this process and at which stage
	Assessments used should be valid, reliable, job-relevant and administered consistently.

	☐
	2
	Ensure all assessments are administered by a person with the appropriate training or accreditation for the tool being used
	Using accredited tools without accreditation creates legal and ethical risk

	☐
	3
	Confirm that candidates have been given adequate notice of any assessments and clear instructions on how to complete them
	 

	☐
	4
	Ensure psychometric results are used as part for the overall assessment evidence - not as a sole basis for selection decisions
	No single assessment method should determine the outcome on its own

	☐
	5
	Confirm that all candidates at the same stage are offered the same assessments - assessments must not be applied selectively
	 

	☐
	6
	Arrange for individual feedback on psychometric results to be provided to all assessed candidates, regardless of outcome
	Offering feedback is best practice and expected by candidates who have invested time in assessment




	8.  Post-Interview Scoring and Decision-Making

	Done
	Step
	Task
	Guidance / Notes

	☐
	1
	Ensure all panel members complete their individual scoring sheets immediately after each interview - before discussing with others
	Delay between interview and scoring significantly reduces accuracy and reliability

	☐
	2
	Conduct a structured panel discussion for each candidate using scores as the starting point to identify areas of agreement and disagreement.
	 

	☐
	3
	Moderate scores where there are significant differences between panel members - discuss and agree on evidence-based resolutions
	Significant score differences may indicate inconsistent note-taking or differing interpretation of criteria

	☐
	4
	Rank all candidates against the agreed criteria once all interviews at the stage are complete
	 

	☐
	5
	Identify a preferred candidate and, where appropriate, a reserve candidate in case the preferred candidate withdraws
	 

	☐
	6
	Confirm that the selection decision can be justified clearly against the scoring framework and the stated selection criteria
	You should be able to explain the decision in writing in response to a challenge from any candidate

	☐
	7
	Obtain the required internal sign-off for the appointment decision before any offer is made
	Confirm who needs to approve the decision. Do not make verbal offers before approval is confirmed

	☐
	8
	Retain all completed scoring sheets, interview notes and assessment results as part of the recruitment file
	Retain recruitment records in accordance with the organisation's retention schedule, typically 6-12 months following completion of the recruitment process and handled in accordance with UK GDPR




	9.  References and Pre-Employment Checks

	Done
	Step
	Task
	Guidance / Notes

	☐
	1
	Confirm the organisation's policy on references - when they are sought, from whom and how many are required
	Most organisations seek two professional references including the current or most recent employer

	☐
	2
	Request references only with the candidate's prior consent and only after a conditional offer has been made
	References should normally only be requested with the candidate’s consent and in line with your organisation’s recruitment and privacy policies. Many organisations wait until a conditional offer has been made.

	☐
	3
	Confirm which additional pre-employment checks are required for this role and build them into the offer timeline
	May include qualification verification, credit check, right to work, professional registration

	☐
	4
	Confirm the right to work check requirements for all candidates and ensure the check is completed before the employment start date
	Failure to conduct a compliant right to work check can be a criminal offence

	☐
	5
	Ensure all pre-employment checks are applied consistently to all candidates progressing to offer stage
	 




	10.  Candidate Communication and Offer

	Done
	Step
	Task
	Guidance / Notes

	☐
	1
	Contact the preferred candidate promptly by telephone to make a verbal conditional offer - confirm the key terms clearly
	A verbal offer should be followed by a written conditional offer letter within one working day

	☐
	2
	Confirm the conditions attached to the offer - references, right to work verification, health assessment if applicable
	Pre-employment health enquiries should generally only take place after a conditional offer has been made, except where permitted under Section 60 of the Equality Act 2010.

	☐
	3
	Agree a deadline for the candidate's response to the offer
	 

	☐
	4
	Notify all unsuccessful interviewed candidates by telephone before or alongside the written notification
	Unsuccessful candidates should not receive a rejection letter before the preferred candidate has accepted in case of any issue.

	☐
	5
	Offer constructive feedback to all interviewed candidates on request - provide specific, evidence-based feedback related to the selection criteria
	Candidates may request feedback or information relating to the recruitment decision. Organisations should be able to objectively justify selection decisions against the stated criteria.

	☐
	6
	Ensure all candidate communications are professional, respectful and consistent with your employer brand and GDPR obligations
	 

	☐
	7
	Record and retain all communications with candidates as part of the recruitment file
	 




	11.  Legal Compliance and Record-Keeping

	Done
	Step
	Task
	Guidance / Notes

	☐
	1
	Confirm that the entire interview process has been conducted in compliance with the Equality Act 2010 - no discrimination on the basis of any protected characteristic
	 

	☐
	2
	Confirm that all candidate data has been handled in accordance with UK GDPR throughout the process
	Candidates should have received a privacy notice at the point of application

	☐
	3
	Retain recruitment records in accordance with the organisation's retention schedule, typically 6-12 months following completion of the recruitment process.
	Records may be needed in the event of a discrimination claim or employment tribunal

	☐
	4
	Ensure records are stored securely and accessible only to those with a legitimate need to see them
	 

	☐
	5
	Complete any internal reporting required by your organisation - headcount approval, offer approval, payroll notification
	 

	☐
	6
	Notify the HR system or recruitment tracking tool of the outcome and update all candidate records to reflect the final status
	 

	☐
	7
	Conduct a brief post-process review with the hiring manager - what worked well and what would be improved in the next recruitment process for this type of role
	Even brief process reviews improve consistency and quality over time





▪ Completion Summary and Sign-Off
Complete this summary once all sections have been worked through. Obtain HR sign-off before confirming the appointment decision.
	SECTION
	STEPS COMPLETED
	SIGN-OFF

	1.  Pre-Interview Preparation — Panel and Process
	___ / ___
	

	2.  Shortlisting and Candidate Selection
	___ / ___
	

	3.  Candidate Invitation and Communication
	___ / ___
	

	4.  Interview Question Preparation
	___ / ___
	

	5.  Scoring and Assessment Framework
	___ / ___
	

	6.  Conducting the Interview
	___ / ___
	

	7.  Psychometric and Additional Assessments
	___ / ___
	

	8.  Post-Interview Scoring and Decision-Making
	___ / ___
	

	9.  References and Pre-Employment Checks
	___ / ___
	

	10.  Candidate Communication and Offer
	___ / ___
	

	11.  Legal Compliance and Record-Keeping
	___ / ___
	


	Authorisations
	
	

	HIRING MANAGER
	HR AUTHORISATION
	APPOINTING MANAGER / BUDGET HOLDER (IF REQUIRED SEPARATELY)

	Name:

	Name:

	Name:


	Signature:

	Signature:

	Signature:


	Date

	Date:

	Date:






▪ Key Legal and Good Practice Reminders
	1.
	Every interview question must be justifiable against the role's selection criteria. Questions that invite disclosure of protected characteristics - age, marital status, children, health, nationality, religion or disability - must not be asked before a conditional offer has been made.

	2.
	All panel members must score candidates independently before any group discussion takes place. Group discussion before individual scoring introduces anchoring bias and significantly reduces the reliability of selection decisions.

	3.
	Structured interviews using behavioural and situational questions against defined criteria are substantially more predictive of job performance than unstructured conversations. The investment in preparation directly improves the quality of appointments.

	4.
	Candidates from underrepresented groups are disproportionately disadvantaged by informal or unstructured selection processes. A consistent, evidence-based and well-documented process protects both candidates and the organisation.

	5.
	Every candidate who has been interviewed deserves timely, specific and respectful feedback if they request it. The organisation's legal obligation is to be able to explain the decision -  the practical and reputational obligation is to do so kindly.

	6.
	All candidate data collected and retained during the recruitment process is personal data under UK GDPR. It must be stored securely, accessed only by those with a legitimate need and retained for no longer than twelve months from the close of the process.

	7.
	If a candidate discloses a disability or health condition during the interview process, the focus must shift to what reasonable adjustments might enable them to perform the role, not to the condition itself.

	8.
	A conditional verbal offer made by telephone should always be followed by a written conditional offer letter within one working day. A verbal offer can be legally binding - do not make one without the required internal approvals in place.


▪ About White Cube Consulting
White Cube Consulting provides HR consultancy, training and development, recruitment, psychometric assessment and outplacement services to organisations across Scotland and the UK. For more information about our training programmes, management development workshops or coaching services, contact us at hello@whitecubeconsulting.com or call 01224 531524.
White Cube Consulting Limited  |  HR, Training and Recruitment Consultancy
431 Union Street, The Capitol, Aberdeen, AB11 6DA  |  01224 531524  |  hello@whitecubeconsulting.com  |  www.whitecubeconsulting.com
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