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	ROLE  
	[Job Title]

	DEPARTMENT 
	[Department]

	INTERVIEW DATE 
	[Date]

	CANDIDATE NAME 
	[Full Name]

	INTERVIEWER(S) 
	[Names and Roles]

	INTERVIEW FORMAT   
	☐ In-person   ☐ Video   ☐ Panel


 
About this guide
This guide is designed to help hiring managers conduct structured, fair and legally defensible interviews.
A structured interview, in which every candidate is asked the same core questions and scored against the same criteria, is significantly more predictive of job performance than an unstructured conversation, and significantly less vulnerable to legal challenge.
This guide covers: the principles of effective interviewing; the STAR framework for competency-based questions; a sample question bank; scoring guidance; an interviewer bias checklist; and the legal and ethical obligations that apply to every interview you conduct.
For interviewer training or bespoke question bank design contact White Cube Consulting at hello@whitecubeconsulting.com.
SECTION 01
Before the Interview

▪ Prepare Thoroughly
-  Read the candidate's CV and application in full before the interview
-  Review the job description and person specification
-  Confirm the agreed interview structure with your co-interviewer if a panel
-  Prepare your question bank in advance - do not improvise
-  Book a private room or quiet, professional video setup
-  Allow 10-15 minutes between candidates for scoring and note-taking


	ROLE LEVEL
	SUGGESTED INTERVIEW DURATION

	Entry Level
	45-60 mins

	Professional
	60 mins

	Management
	60-90 mins

	Senior Leadership
	90-120 mins


▪ Interview Opening Script
Use this script to open every interview consistently, it reassures candidates and sets professional expectations.
"Thank you for attending today. My name is [name] and I'm joined by [co-interviewer name]. We'll spend approximately 60 minutes together. We'll ask you a series of competency-based questions and will take notes throughout the interview to make sure we capture your answers accurately. Please don't be concerned if we pause to write, it simply means we're recording your responses. Do you have any questions before we begin?"
▪ The Legal Framework - What You Must Know
Every interview question must relate to the requirements of the role. Questions relating to protected characteristics under the Equality Act 2010, even asked informally, may constitute unlawful discrimination.
	✖  NEVER ASK ABOUT:
	✔  INSTEAD, FOCUS ON:

	✖ Age, date of birth or year of graduation
	✔ Skills and experience relevant to the role

	✖ Marital status, family plans or childcare arrangements
	✔ Ability to meet the working hours and travel requirements

	✖ Pregnancy, maternity leave or future plans for children
	✔ Commitment to the role and enthusiasm for the opportunity

	✖ Nationality, country of origin or accent (beyond right to work)
	✔ Right to work status - confirmed through legal check, not interview

	✖ Religion or belief or religious practice
	✔ Availability for the role's specific requirements

	✖ Disability or health conditions (before a conditional offer)
	✔ Whether reasonable adjustments are needed for the interview process

	✖ Sexual orientation or gender identity
	✔ Competencies, skills and experience in the person specification

	✖ Spent criminal convictions (apart from excepted roles)
	✔ Unspent convictions via DBS check, not interview questioning


 


AI-Assisted Applications
Candidates may have used AI tools when preparing their written applications, covering letters or pre-screening responses. This is increasingly common and not in itself a cause for concern.
Interviewers should focus on validating genuine capability through behavioural examples and probing questions during the interview itself, rather than placing undue weight on the quality of a written application alone.
A well-crafted application prepared with AI assistance does not guarantee a candidate can perform the role. The interview is where that evidence must be gathered. 

AI can improve the quality of written applications, but it cannot demonstrate competence, judgement or behavioural capability.
SECTION 02
The STAR Interview Method

STAR stands for Situation, Task, Action and Result. The technique requires candidates to draw on real past experience. Because past behaviour is the best available predictor of future behaviour.
	Situation
What was the context and circumstances?
	Task
What challenge, goal or requirement did the candidate face?
	Action
What did the candidate personally do?
(Press for "I" not "we")
	Result
What was the outcome? Was it measured?
What was learned?



-  Ask the opening question clearly and allow the candidate time to think
-  If the answer is hypothetical ("I would..."), redirect: "Can you give me a specific example of when you actually did this?"
-  If "we" appears frequently, probe: "What was your specific role in that?"
-  Use follow-up probes to draw out missing STAR components - particularly outcomes
-  Take notes during the answer - do not rely on memory when scoring later

The most important probe in any STAR interview: "What was the outcome?" Many candidates describe their actions in detail but omit the result. Always draw it out.


SECTION 03
Interview Scoring Guide

Score each competency question immediately after the candidate answers - before moving to the next question.
	SCORE
	RATING
	WHAT IT LOOKS LIKE

	4
	Strong
	Specific, detailed STAR answer. Outcome clear. Evidence directly relevant. Assessor confident the competency has been demonstrated.

	3
	Good
	Solid STAR answer. Most components present. Minor gaps in detail or outcome. Generally credible.

	2
	Marginal
	Incomplete or vague. Missing components. Outcome unclear. Some relevant experience but insufficient evidence.

	1
	Weak
	Very limited or no STAR structure. Hypothetical rather than actual experience.

	0
	Not evidenced
	No relevant answer provided or question not answered.


 
Scores must be based on evidence provided, not on overall impression, confidence, presentation style, similarity to yourself or any non-evidential factor. Complete scores before discussing candidates with other panel members. If you catch yourself scoring a candidate higher because they went to the same university, support the same team or made you laugh. Stop and return to the evidence.
SECTION 04
A - Interviewer Bias Checklist

Complete this checklist before finalising your scores. Unconscious bias is one of the most significant threats to fair, legally defensible selection decisions. Being aware of these patterns, even as a checklist, meaningfully reduces their influence.
	BIAS TYPE
	WHAT IT MEANS
	CHECK

	Halo Effect
	One strong positive impression colours all subsequent scoring. A great answer to Q1 might inflates scores from Q2-Q8.
	□

	Horns Effect
	One weak answer or negative first impression deflates all subsequent scoring unfairly.
	□

	Similarity Bias
	Unconsciously rating more favourably those who share your background, education, interests or style.
	□

	Confirmation Bias
	Selectively seeking evidence that confirms a first impression rather than evaluating all evidence equally.
	□

	First Impression Bias
	Allowing the initial impression (nervousness, confidence, appearance) to anchor the entire assessment.
	□

	Affinity Bias
	Favouring candidates who remind you of yourself or someone you respect, regardless of evidence.
	□


 
Before finalising your scores, ask yourself:
•  Am I scoring based on evidence or personal chemistry with this candidate?
•  Have I treated this candidate consistently with all others interviewed?
•  Would I score this answer the same if it came from a different candidate?
•  Am I letting a strong or weak opening answer distort my overall impression?
•  "Would another interviewer reviewing the same evidence reasonably arrive at the same score?"

SECTION 05
Sample Question Bank

Choose four to six competencies relevant to the role.
Use the scoring guide above for each question.
Customise the language to suit the level and context of the role.
	Q1 Communication and Influencing
"Tell me about a time when you had to communicate a complex or unwelcome message to a colleague, client or stakeholder. How did you approach it and what was the outcome?"

	Follow-up probes:
-  "What was the reaction and how did you handle it?"
-  "What would you do differently in retrospect?"
-  "How did you tailor your approach for that specific audience?"
	Notes:
Score (0-4):  ____

	Q2 Problem Solving and Decision Making
"Describe a situation where you had to make a significant decision with incomplete information or under time pressure. What did you do and what was the result?"

	Follow-up probes:
-  "What options did you consider before deciding?"
-  "What was your specific contribution to that decision?"
-  "What did you learn from the outcome?"
	Notes:
Score (0-4):  ____

	Q3 Collaboration and Teamworking
"Tell me about a time when you worked as part of a team to achieve something that would have been difficult individually. What was your role and contribution?"

	Follow-up probes:
-  "Were there any tensions within the team and how were they handled?"
-  "What did you contribute that others did not?"
-  "How did the team measure its success?"
	Notes:
Score (0-4):  ____

	Q4 Leadership and People Management
"Describe a time when you led a team or group of people through a challenging situation. What approach did you take and what was the impact?"

	Follow-up probes:
-  "How did you bring the team with you, particularly anyone resistant?"
-  "What would the team say about your approach?"
-  "What would you do differently?"
	Notes:
Score (0-4):  ____



	Q5 Resilience and Working Under Pressure
"Tell me about a time when you faced a significant setback or period of sustained pressure at work. How did you manage it and what kept you going?"

	Follow-up probes:
-  "What was the impact on your performance and how did you manage that?"
-  "What support did you seek or receive?"
-  "How has this changed how you approach similar situations?"
	Notes:
Score (0-4):  ____

	Q6 Customer and Stakeholder Focus
"Tell me about a time when you had to manage a difficult or dissatisfied customer or stakeholder. What was the situation and how did you resolve it?"

	Follow-up probes:
-  "What was the underlying need behind their dissatisfaction?"
-  "What did you do that went beyond what was strictly required?"
-  "How did the relationship develop as a result?"
	Notes:
Score (0-4):  ____

	Q7 Adaptability and Managing Change
"Describe a situation where you had to adapt quickly to a significant change at work. How did you respond?"

	Follow-up probes:
-  "What was your initial reaction and how did you manage it?"
-  "What did you do to help others adapt?"
-  "How did the change ultimately affect your work or the team?"
	Notes:
Score (0-4):  ____

	Q8 Planning and Organisation
"Tell me about a time when you had to manage multiple priorities or a complex workload simultaneously. How did you approach it and what was the outcome?"

	Follow-up probes:
-  "What tools or systems did you use?"
-  "What was deprioritised and how did you make that call?"
-  "What would you do differently in terms of planning?"
	Notes:
Score (0-4):  ____





SECTION 06
Candidate Questions and Closing

-  Leave at least 10 minutes for the candidate to ask questions
-  Listen actively - their questions can tell you how they think and what they have prepared
-  Do not commit to terms or timelines beyond what HR has authorised
-  Explain next steps clearly: timeline, how they will be notified, whether feedback is available
-  Do not indicate a likely outcome before the panel has reached a final decision
SECTION 07
After the Interview

▪ Check:
☐  Scores and notes completed for every question before the next candidate
☐  Notes are evidence-based and specific, not impressionistic
☐  Bias checklist completed before scores are finalised
☐  Panel calibration discussion held if a panel interview. Scores compared before a decision is made
☐  Decision documented with rationale
☐  Candidate notified within the communicated timeline
☐  Feedback offered to all interviewed candidates
☐  All interview notes retained for a minimum of 12 months, or longer in accordance with organisational policy, in case of legal challenge
☐  All records stored securely in accordance with UK GDPR
SECTION 08
Interview Closing Evaluation Matrix

Complete this matrix after all interview questions have been scored. Use it to calculate the candidate's total score and to provide a clear, evidence-based overall recommendation. This matrix must be completed before any panel discussion begins.

	CANDIDATE NAME

	[Full Name]

	INTERVIEW DATE

	[Date]

	ROLE

	[Job Title]

	INTERVIEWER(S)

	[Names]




	COMPETENCY / AREA ASSESSED
	SCORE (0-4)
	KEY EVIDENCE NOTES

	Communication and Influencing
	 
	 

	Problem Solving and Decision Making
	 
	 

	Collaboration and Teamworking
	 
	 

	Leadership and People Management
	 
	 

	Resilience and Working Under Pressure
	 
	 

	Customer and Stakeholder Focus
	 
	 

	Adaptability and Managing Change
	 
	 

	Planning and Organisation
	 
	 

	TOTAL SCORE
	___ / 32
	 




	OVERALL RECOMMENDATION
	☐ Strongly Recommend   ☐ Recommend                     ☐ Reserve   ☐ Do Not Progress

	INTERVIEWER SIGNATURE
	[Signature]

	DATE
	[Date]
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