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RECRUITMENT
Interview Score Sheet Form
▪ INTERVIEW SCORE SHEET
	CANDIDATE NAME:
	

	ROLE APPLIED FOR:
	

	INTERVIEW DATE:
	

	INTERVIEW STAGE:
	

	INTERVIEWER / PANEL MEMBER:
	

	PANEL LEAD:
	

	INTERVIEW FORMAT:
	

	RECRUITMENT REFERENCE:
	

	REASONABLE ADJUSTMENTS REQUIRED?
	

	IF SO, WHAT IS REQUIRED FOR INTERVIEW PROCESS?
	



Instructions for Interviewers
1.  Complete this score sheet independently. Do not discuss scores with other panel members until all individual scores have been recorded.
2.  Score each competency using the 1-5 rating scale on this page. Circle the score in the competency block and write it in the Score Summary.
3.  Record specific evidence for each competency. Note what the candidate said - avoid personal impressions, inferences or observations unrelated to the selection criteria.
4.  Apply a weighting to each competency if instructed to do so. Total weighted scores must add up to 100%.
5.  Complete the Overall Recommendation and sign the declaration at the end of the sheet before submitting to HR.


▪ Rating Scale Reference
	SCORE
	RATING
	WHAT THIS LOOKS LIKE

	1
	Well Below Standard
	Little or no relevant evidence. Significant concerns about ability to meet the requirement.

	2
	Below Standard
	Some evidence but with notable gaps or weaknesses. Would need significant development.

	3
	Meets Standard
	Solid evidence of meeting the requirement. Performs at the level expected for the role.

	4
	Exceeds Standard
	Strong, consistent evidence of exceeding the requirement. Would be an asset in this area.

	5
	Significantly Exceeds
	Exceptional evidence. Demonstrates this capability at a level well above what the role requires.


▪ Competency Assessment
Complete a separate scoring block for each competency. Record your score and supporting evidence before moving to the next competency.
	Competency 1:  [Competency Name - e.g. Leadership and People Management]
[Brief description of what this competency covers and why it matters for this role]

	What we are looking for:
	Score (circle one)

	[Criterion 1 - e.g. Demonstrates ability to set clear direction and motivate others to perform]
	1    2    3    4    5

	[Criterion 2 - e.g. Provides constructive feedback and supports the development of team members]
	1    2    3    4    5

	[Criterion 3 - e.g. Manages performance issues confidently and consistently]
	1    2    3    4    5

	[Criterion 4 - e.g. Creates an environment of trust, inclusion and psychological safety]
	1    2    3    4    5

	Evidence and Notes:
Record specific examples, quotes or observations from the candidate's responses. Note the question asked where relevant. Avoid personal impressions - focus on what the candidate said and demonstrated.






	Competency 2:  [Competency Name - e.g. Communication and Influencing]
[Brief description of what this competency covers and why it matters for this role]

	What we are looking for:
	Score (circle one)

	[Criterion 1 - e.g. Communicates clearly and concisely in both written and verbal form]
	1    2    3    4    5

	[Criterion 2 - e.g. Adapts communication style effectively to different audiences and contexts]
	1    2    3    4    5

	[Criterion 3 - e.g. Listens actively and responds constructively to challenge and feedback]
	1    2    3    4    5

	[Criterion 4 - e.g. Influences and persuades effectively without relying on positional authority]
	1    2    3    4    5

	Evidence and Notes:
Record specific examples, quotes or observations from the candidate's responses. Note the question asked where relevant. Avoid personal impressions - focus on what the candidate said and demonstrated.




	Competency 3:  [Competency Name - e.g. Problem Solving and Decision Making]
[Brief description of what this competency covers and why it matters for this role]

	What we are looking for:
	Score (circle one)

	[Criterion 1 - e.g. Analyses complex information and identifies the key issues clearly]
[Criterion 2 - e.g. Makes well-reasoned, timely decisions with the information available]
[Criterion 3 - e.g. Considers risk and consequence before acting]
[Criterion 4 - e.g. Takes responsibility for decisions and learns from outcomes]
	1    2    3    4    5

	Evidence and Notes:
Record specific examples, quotes or observations from the candidate's responses. Note the question asked where relevant. Avoid personal impressions - focus on what the candidate said and demonstrated.





	Competency 4:  [Competency Name - e.g. Planning and Delivering Results]
[Brief description of what this competency covers and why it matters for this role]

	What we are looking for:
	Score (circle one)

	[Criterion 1 - e.g. Sets clear priorities and manages time and workload effectively]
	1    2    3    4    5

	[Criterion 2 - e.g. Delivers consistently against commitments and deadlines]
	1    2    3    4    5

	[Criterion 3 - e.g. Anticipates obstacles and adapts plans proactively]
	1    2    3    4    5

	[Criterion 4 - e.g. Maintains high standards under pressure and in ambiguous situations]
	1    2    3    4    5

	Evidence and Notes:
Record specific examples, quotes or observations from the candidate's responses. Note the question asked where relevant. Avoid personal impressions - focus on what the candidate said and demonstrated.


	Competency 5:  [Competency Name - e.g. Stakeholder and Relationship Management]
[Brief description of what this competency covers and why it matters for this role]

	What we are looking for:
	Score (circle one)

	[Criterion 1 - e.g. Builds and maintains productive working relationships across the organisation]
	1    2    3    4    5

	[Criterion 2 - e.g. Manages conflicting stakeholder interests professionally and diplomatically]
	1    2    3    4    5

	[Criterion 3 - e.g. Understands and responds effectively to stakeholder needs and priorities]
	1    2    3    4    5

	[Criterion 4 - e.g. Represents the organisation professionally in internal and external contexts]
	1    2    3    4    5

	Evidence and Notes:
Record specific examples, quotes or observations from the candidate's responses. Note the question asked where relevant. Avoid personal impressions - focus on what the candidate said and demonstrated.





	Competency 6:  [Competency Name - e.g. Values and Professional Standards]
[Brief description of what this competency covers and why it matters for this role]

	What we are looking for:
	Score (circle one)

	[Criterion 1 - e.g. Demonstrates alignment with the organisation's values and expected behaviours]
	1    2    3    4    5

	[Criterion 2 - e.g. Operates with integrity and transparency in all professional interactions]
	1    2    3    4    5

	[Criterion 3 - e.g. Challenges behaviour that falls short of expected standards, including their own]
	1    2    3    4    5

	[Criterion 4 - e.g. Shows genuine commitment to diversity, inclusion and equitable treatment]
	1    2    3    4    5

	Evidence and Notes:
Record specific examples, quotes or observations from the candidate's responses. Note the question asked where relevant. Avoid personal impressions - focus on what the candidate said and demonstrated.



▪ Motivation, Values and Role Fit
Use this section to record the candidate's responses to questions about their motivation for applying, their understanding of the role and their alignment with the organisation's values. This section should be considered alongside the overall assessment evidence.
Key observations - motivation, values alignment and role understanding:


▪ Score Summary
Transfer your competency scores from each assessment block above. Add the weighting for each competency if applicable. Calculate the total score and record it in the Total row.
	Score Summary

	Competency
	Score (1-5)
	Weighting
	Weighted Score
	Essential / Desirable

	1.  [Competency Name - e.g. Leadership and People Management]
	 
	[       %]
	 
	E  /  D

	2.  [Competency Name - e.g. Communication and Influencing]
	 
	[       %]
	 
	E  /  D

	3.  [Competency Name - e.g. Problem Solving and Decision Making]
	 
	[       %]
	 
	E  /  D

	4.  [Competency Name - e.g. Planning and Delivering Results]
	 
	[        %]
	 
	E  /  D

	5.  [Competency Name - e.g. Stakeholder and Relationship Management]
	 
	[       %]
	 
	E  /  D

	6.  [Competency Name - e.g. Values, Culture and Professional Standards]
	 
	[       %]
	 
	E  /  D

	TOTAL SCORE
	 
	100%
	 
	 


▪ Overall Assessment
Key Strengths - areas where the candidate performed particularly well:
Key Concerns - areas of weakness, risk or uncertainty that should inform the panel discussion:
Any Other Relevant Observations - including candidate questions asked and any other information relevant to the appointment decision:



▪ Overall Recommendation
Select one of the options below to indicate your recommendation. If recommending appointment, confirm that no essential criterion has been scored at 1 or 2 without a clear rationale.
	Overall Recommendation

	Select
	Decision
	Guidance

	☐
	APPOINT
	The candidate meets or exceeds the required standard across all essential criteria. I recommend appointment.

	☐
	APPOINT - RESERVE
	The candidate meets the required standard but is not the preferred candidate. Recommend as a reserve.

	☐
	HOLD
	The candidate meets some criteria but there are areas of uncertainty. Further assessment or clarification required before a final decision.

	☐
	DO NOT APPOINT
	The candidate does not meet the required standard for one or more essential criteria. Do not recommend for appointment.


 
Summary rationale for recommendation - provide a brief written justification for your overall recommendation. This must be completed for all outcomes, including Do Not Appoint decisions:


▪ Declaration and Sign-Off
	Interviewer Declaration and Sign-Off

	I confirm that this scoring sheet accurately reflects my independent assessment of the candidate based on the evidence gathered during the interview. My scores and notes have been completed without undue influence from other panel members. I confirm that the assessment has been conducted fairly and in compliance with the Equality Act 2010.

	Interviewer / Panel Member
	HR / Process Lead Sign-Off

	Name:

	Name:

	Role:

	Role:

	Signature:

	Signature:

	Date:

	Date:


▪ Important Reminders
	1.
	This score sheet is confidential and must be stored securely with restricted access. Retain recruitment records in accordance with the organisation's retention schedule, typically 6 - 12 months following completion of the recruitment process, and in accordance with UK GDPR and best practice employment law.

	2.
	Scores and notes must reflect only the evidence presented by the candidate during the interview. Personal impressions, assumptions or information shared outside the formal interview process must not inform scoring.

	3.
	A candidate who scores 1 or 2 on any essential criterion should not normally be recommended for appointment regardless of their performance on other criteria.

	4.
	If you believe a reasonable adjustment to the assessment process would have been appropriate for this candidate, discuss this with the HR lead before finalising your score sheet.

	5.
	Completed score sheets must be submitted to HR before any panel discussion of ranking or appointment decisions. Panel discussion of scores before individual completion leads to bias and undermines the integrity of the process.

	6.
	Candidates have the right to request feedback on their interview performance. Your evidence notes should be specific and factual enough to form the basis of constructive developmental feedback.

	7.
	If you have any doubt about the fairness or legality of any aspect of the interview process, raise it with the HR lead immediately - do not proceed until it has been resolved.
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