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Recruitment – Interview Matrix			vs. 15.04.2025


Recruitment – Candidate Scoring Matrix			vs. 15.04.2025

	Interviewer:
	Candidate:
	Date:



INTERVIEW SCORING MATRIX 
Guidelines:

· This matrix has space for five questions. You can add more. 
· If any “must have” eligibility are scored 0, the applicant must not be appointed.
· Each recruitment panel member should have a scoring matrix along with all shortlisted candidates' CVs and supporting documents (such as cover letters). Panel members complete their scoring matrix individually at the time of the interview. 
· Then, after each interview, the panel convenes to review their individual scores, compare them, and discuss them to determine an agreed score for each candidate. A new scoring matrix is used for the panel's final rankings. 
· Some questions and their related key skills may be more important than others. Those questions can be weighted more heavily on the matrix.
· Decide before the interviews which questions each member will ask and in what order. Questions should be designed to get candidates to describe their own past behaviours, beliefs and attitudes. It is also helpful if you expand the question sufficiently for the candidate to be able to answer if they are finding it difficult to understand your wording.

Before starting the interview:
· Explain the process and format of the interview— how long is allotted, if a presentation was requested, when that will occur, and that time for the candidate to ask questions of the panel will be allowed at the end.

Ending the interview:

· Let them know what happens next: when you will be making your decision and how you will let them know the results. Both successful and unsuccessful candidates need to be notified as soon as possible after all the interviews have been completed.

	Scoring

	0
	1
	2
	3

	No demonstration of skill/ experience 
	Some evidence of the skill/ experience
	Sufficient evidence of skill/ experience
	In-depth evidence and detail of skill/ experience





	Key skill/
Essential criteria
	Interview questions 
Include: prompts/ follow up questions and indicators  
	Score
(0-3)
	Weight
(1-3)
	Total
Score

	Child Safety

	You must ask questions relating to child safety. Refer to page 31 of the Ministry of Education's VCA Practical Guide for examples of appropriate questions that can be used to ask these questions.
Question:
Prompts/Follow-up questions: 
Indicators to listen for: 





	
	
	

	E.g. conflict resolution 

	Question:  Can you please tell us about a time when you had to manage a conflict amongst staff or colleagues? 
Prompts: What was the situation? What strategies did you use to resolve the situation? How did you know when it was successfully resolved? What did you learn from the situation that might be useful in your role?
Indicators to listen for:  Following a good process, good techniques and strategies for conflict resolution, reaching a satisfactory resolution. Ability to link the key skill to the role.




	
	
	

	
	Question:
Prompts:
Indicators to listen for:




	
	
	

	
	Question:
Prompts:
Indicators to listen for:




	
	
	

	
	Question:
Prompts:
Indicators to listen for:




	
	
	

	
	Question:
Prompts:
Indicators to listen for:





	
	
	

	Additional recommended questions (not scored)

	· How much notice do they have to give? When can they start?
· Any other information they would like to provide?
· Do they have any questions they would like to ask?




Additional comments:




	Total score: _________/___________   
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