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Lay Representative Report
one form to be completed for each interview day, 
on behalf of all lay representatives present


	Specialty and Level
	

	Interview Date
	

	Interview Day (e.g. 1 of 1, 1 of 2 etc.)
	

	Clinical Lead Name
	

	Recruitment Lead Name
	

	Lay Representative Name
	

	HEE Local Office/Deanery (where applicable)
	




	Number of circuits/panels
	
	Number of Lay Representatives 
	

	Lay Representative names
	1 

	
	2

	
	3

	
	4

	
	5

	
	6








	1. Pre Interview Day:

	Communications from recruiter to lay representative were clear, concise and received in a timely manner
	Yes/No

	Lay representative/s and Clinical Lead were both provided with copies of the Lay Representative Interview Guide and understood their responsibilities as part of this
	Yes/No

	2. Briefing

	Clinical Lead, Recruitment Lead and Lay Representative/s all introduced
	Yes/No

	Roles of Clinical Lead, Recruitment Lead and Lay Representative/s all defined, including where to find each during the day
	Yes/No

		2.1	Opportunity was given for input from:

	Clinical Lead
	Yes/No

	Recruitment Lead
	Yes/No

	Lay Representative/s
	Yes/No

		2.2	Interview briefing included the following:

	Assessors should declare if they know any of the applicants being interviewed
	Yes/No

	Any changes to the selection process
	Yes/No

	Mobile phones not to be on view or heard during any interview
	Yes/No

	Interview timings must be adhered to
	Yes/No

	How to deal with probity or fitness to practise issues
	Yes/No

	Details of scoring system for each station
	Yes/No

	Digital scoring presentation delivered
	Yes/No

	Ensuring panellists have confirmed completion of required training
	Yes/No

	Reminding assessors not to make inappropriate comments about applicants on scoresheets
	Yes/No

	Reminding assessors about the language that they should use when interviewing applicants e.g. no positive reinforcement
	Yes/No

	Reminder that applicants will always be nearby awaiting their next station and that any conversation between assessors during breaks in interviewing should be kept to a minimum and at a low volume
	Yes/No

	When the interview time is up, assessors should ensure that interview concludes, regardless of whether or not they have more questions to ask the applicant
	Yes/No

		2.3	Wash up session included:

	Guidance on purpose of wash up
	Yes/No

	Opportunity for feedback
	Yes/No

	Discussion of borderline candidates ensuring robust evidence
	Yes/No

	Discussion of candidates with poor scores in any station ensuring robust evidence
	Yes/No

	Only assessors who had personally interviewed the candidates being reviewed
	Yes/No

	Selection outcomes

	Selection outcomes were consistent, robust and transparent with supporting evidence
	Yes/No



	Detail any variances from time schedule, changes to interview schedule, such as DNAs (names not required, only impact on schedule)

	














	How was consistency assured across multiple circuits/panels?
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	Please detail any areas of exceptionally good or poor practice with ideas for improvement

	















	Anonymised details of applicants on this circuit/panel where serious concerns were raised during the day and how these were dealt with
Include probity, fitness to practise, concerns regarding clinical safety etc.

	


















	Were there any major incidents or notable issues to report?

	















	Were there any other issues to report?

	
























	Lay Representative Name
	
	Lay Representative Signature
	

	Clinical Lead   Name
	
	Clinical Lead Signature
	

	Recruitment Lead Name
	
	Recruitment Lead Signature
	



Completed forms should be forwarded to the HEE local office/Deanery Quality Department and the lead recruiter.

Areas of concern that need to be shared directly with the national Medical and Dental Recruitment and Selection (MDRS) team should be sent to: mdrs.nationalrecruitment@hee.nhs.uk 
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