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RECRUITMENT
Candidate Evaluation Matrix
Recruitment & Selection  |  White Cube Consulting

	ROLE TITLE
	[Job Title]

	DEPARTMENT
	[Department]

	HIRING MANAGER
	[Name]

	VACANCY REFERENCE
	[Reference Number]

	INTERVIEW DATE(S)
	[Date(s)]

	PANEL MEMBERS
	[Names and Roles]



How to use this matrix
This matrix provides a structured and consistent approach to evaluating candidates. It should be completed for every vacancy to ensure fairness, objectivity and transparency in the selection process.
Score each candidate independently against each criterion immediately after interview before comparing scores or discussing with other panel members. Panel members should complete their own assessment independently before any collective discussion to help reduce group bias and anchoring.
Discuss and agree scores as a panel where more than one interviewer is involved. Where panel scores differ significantly on any criterion, interviewers should discuss the specific evidence supporting their assessment before agreeing final scores.
Scores should reflect the quality and relevance of evidence provided by the candidate, not confidence, communication style, personal rapport, first impressions or characteristics unrelated to the role requirements.
Interviewers should remain aware of unconscious bias and avoid allowing factors unrelated to the role requirements to influence scoring decisions. Assessment should focus on contribution, behaviours and alignment with organisational values, not personal similarity or perceived "cultural fit".
Avoid forming final judgements based on first impressions or early interview responses. Assess the full body of evidence across the entire recruitment process.
Organisations may choose to apply weighting to key criteria where certain skills, qualifications or competencies are particularly critical to success in the role. If weighting is applied, this should be agreed by the panel before interviews commence and documented consistently.
Where relevant, interview scores should be considered alongside technical assessments, presentations, work samples or psychometric assessment results, not in isolation.
Recruitment decisions should be communicated professionally, respectfully and in a timely manner to all candidates.
▪ Scoring Key
	N/A
	1
	2
	3
	4
	5

	Not Applicable
	Does not meet the standard
	Partially meets the standard
	Meets the standard
	Exceeds the standard in most areas
	Significantly exceeds the standard


SECTION 01
Candidate Details

Record candidate names against each column before beginning evaluation. Keep this matrix strictly confidential throughout the process. Note any reasonable adjustments that were applied during the recruitment process for each candidate. This ensures the assessment takes into account any accommodations made and demonstrates compliance with the Equality Act 2010.
	Full Name
	

	Application / CV Ref
	

	Interview Time / Date
	

	Reasonable Adjustments Applied
	


SECTION 02
Essential Criteria Assessment

Score each candidate against the essential criteria defined in the person specification. Essential criteria represent the minimum requirements for the role, not just desirable attributes.
Essential Criteria Threshold - Candidates who do not adequately meet one or more essential criteria should not progress further in the process regardless of their overall score. A score of 1 or 2 against any essential criterion should be treated as a significant concern and discussed explicitly with the panel before any decision is made. Particular consideration should be given to criteria linked to safety, compliance, integrity or safeguarding responsibilities. High overall scores should not automatically outweigh significant concerns in these areas.
 
	ESSENTIAL CRITERIA
	TYPE
	SCORE

	[Essential criterion 1 - e.g. Relevant qualification or equivalent experience]
	Essential
	

	[Essential criterion 2 - e.g. Demonstrable experience in X]
	Essential
	

	[Essential criterion 3 - e.g. Knowledge of Y]
	Essential
	

	[Essential criterion 4 - e.g. Specific skill or technical competency]
	Essential
	

	[Essential criterion 5 - e.g. Right to work / professional registration]
	Essential
	

	[Add further essential criteria as required]
	Essential
	

	
	TOTAL SCORE
	


SECTION 03
Desirable Criteria Assessment

Score each candidate against the desirable criteria. These are not minimum requirements but add additional value and should be used to differentiate between candidates who all meet the essential criteria. Desirable criteria should never be used as a substitute for or override of essential criteria concerns.
	DESIRABLE CRITERIA
	TYPE
	SCORE

	[Desirable criterion 1 - e.g. Experience in a specific sector or industry]
	Desirable
	

	[Desirable criterion 2 - e.g. Additional qualification or accreditation]
	Desirable
	

	[Desirable criterion 3 - e.g. Experience with a particular system or tool]
	Desirable
	

	[Add further desirable criteria as required]
	Desirable
	

	
	TOTAL SCORE
	


SECTION 04
Interview Competency Assessment

Score each candidate's performance against the competencies assessed during the interview. Scores should reflect the quality and relevance of evidence provided, not the candidate's confidence, communication style, personal rapport, accent, appearance or any other factor unrelated to the competency being assessed.
Base every score on specific, verifiable evidence from the candidate's responses. Note the evidence that supports each score in the panel notes section. If you cannot identify clear evidence for a score, discuss with the panel before finalising.
 
	INTERVIEW COMPETENCIES
	TYPE
	SCORE

	[Competency 1 - e.g. Communication and Collaboration]
	Competency
	

	[Competency 2 - e.g. Customer Focus]
	Competency
	

	[Competency 3 - e.g. Problem Solving and Decision Making]
	Competency
	

	[Competency 4 - e.g. Personal Effectiveness and Accountability]
	Competency
	

	[Competency 5 - e.g. Resilience and Adaptability]
	Competency
	

	[Competency 6 - e.g. Leadership / Management (if applicable)]
	Competency
	

	
	TOTAL SCORE
	





SECTION 05
Overall Scoring Summary

Transfer total scores from each section above. Rank candidates in order of overall score. Where candidates are closely matched, refer to the panel notes and the essential / desirable breakdown to inform the final decision.
Where technical assessments, work samples, presentations or psychometric results have been used alongside the interview, these should be recorded in the Technical / Other Assessment row below and considered as part of the overall picture.
Important: Do Not Average Away Concerns
A high overall score should not automatically outweigh a significant concern relating to essential criteria, safeguarding, conduct, integrity, values alignment or capability requirements. If any panel member has a material concern about a candidate, it must be discussed explicitly before a recommendation is made, it must not be absorbed into or cancelled out by a high aggregate score.
Particular consideration should be given to any criteria linked to safety, compliance, professional registration or safeguarding responsibilities where the risk of the wrong hire is significant.
▪ Recommended appointment threshold score: ______

	SUMMARY
	

	ESSENTIAL CRITERIA SCORE
	

	DESIRABLE CRITERIA SCORE
	

	INTERVIEW COMPETENCY SCORE
	

	TECHNICAL / OTHER ASSESSMENT SCORE (IF APPLICABLE)
	

	OVERALL TOTAL SCORE
	

	RANKING
	


SECTION 06
Panel Assessment Notes

Use this section to record key observations, strengths, concerns, evidence supporting scores, and any areas for clarification in respect of each candidate. These notes are essential. They provide the documented rationale for the selection decision and must be retained with the completed matrix.
Record any behavioural red flags observed during the recruitment process including concerns relating to conduct, professional judgement, accountability, values alignment or integrity. A candidate may score well on structured criteria and still present concerns in these areas that are relevant to the appointment decision.
Candidate 1
▪ Strengths and evidence of strong performance:

▪ Concerns or areas for clarification:

▪ Behavioural red flags to note (conduct, accountability, values alignment, professionalism, judgement):

Candidate 2
▪ Strengths and evidence of strong performance:

▪ Concerns or areas for clarification:

▪ Behavioural red flags to note (conduct, accountability, values alignment, professionalism, judgement):

Candidate 3
▪ Strengths and evidence of strong performance:

▪ Concerns or areas for clarification:

▪ Behavioural red flags to note (conduct, accountability, values alignment, professionalism, judgement):

Candidate 4
▪ Strengths and evidence of strong performance:

▪ Concerns or areas for clarification:

▪ Behavioural red flags to note (conduct, accountability, values alignment, professionalism, judgement):


SECTION 07
Decision and Recommendation


	RECOMMENDED CANDIDATE
	[Name]

	REASON FOR RECOMMENDATION
	[Evidence-based summary - reference scoring, evidence and panel discussion]

	SECOND CHOICE / RESERVE 
(IF APPLICABLE)
	[Name]

	ANY CONDITIONS OF OFFER
	[e.g. Satisfactory references, right to work verification, DBS check, qualification verification, safeguarding clearance, professional registration, security clearance - specify all that apply]

	NEXT STEPS AGREED
	[e.g. Verbal offer by HR / written offer by [date] / unsuccessful candidates notified by [date]]



Recruitment decisions should be communicated to all candidates, successful and unsuccessful, professionally, respectfully and without undue delay. Feedback should be offered to interviewed candidates where it is requested.


SECTION 08
Panel Sign-Off

All panel members must complete the conflict of interest declaration below before signing. A conflict of interest includes any personal, financial or professional relationship with a candidate that could, or could be perceived to, influence the assessment. Any declared conflict must be reported to HR before the process proceeds.
	INTERVIEWER 1

	Conflict of Interest Declared:     ☐ None   ☐ Declared - see notes

	Name:

	Signature:

	Date:

	 
INTERVIEWER 2

	Conflict of Interest Declared:     ☐ None   ☐ Declared - see notes

	Name:

	Signature:

	Date:

	
HR APPROVAL (IF REQUIRED)

	Conflict of Interest Declared:     ☐ None   ☐ Declared - see notes

	Name:

	Signature:

	Date:



Retention and Data Protection
This completed matrix, together with all supporting panel notes, must be retained securely in accordance with the organisation's retention schedule, typically 6-12 months following completion of the recruitment process. The matrix contains personal data and must be stored, shared and disposed of in accordance with UK GDPR and the organisation's Data Protection Policy. Access must be restricted to those with a legitimate need to know.
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