Considerations for Interviews
· Venue including confirmed room bookings.
· Date and plan for the day. (Factor in comfort breaks)
· Time allocation for each applicant.

· Inform parents of potential job trials taking place within the setting.

· Identify if any team members have any specific tasks in relation to the job interview process. 
· Time allocation for scoring.

· Resources required.  E.g. overhead projector, flip chart.
· Housekeeping.  E.g. sufficient furniture, light refreshments.

· Identify panel members and how many.
· Panel members – individual responsibilities prior to and during interview.
·  Formulate interview questions.

· Documentation required. E.g. score sheets, business plans.

· Structure; E.g. presentation, questions, role play, test, practical observation.

· Panel members – individual responsibilities post interviews.  E.g. contacting successful/unsuccessful applicants, providing feedback.
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