Purpose of the presentation and presentation panel:

· The selection process used to appoint a new member of staff will typically include an interview plus at least one other form of assessment.  

· A presentation may be used to assess a variety of criteria eg communication, presentation or teaching skills, subject knowledge, research profile and aspirations.  

· The presentation may be delivered to the interview panel or a separate presentation panel.  If a separate presentation panel is used the Chair of the panel will feed back to the interview panel.
· There should be a clear distinction between the interview and the presentation – the presentation panel are not required to ask questions that will be covered by the interview panel and should be given a clear briefing/remit by the HoI.

Responsibilities:
Head of Institute

· Identify suitable topic for presentation

· Identify which criteria of the person specification are to be assessed through the presentation (subject knowledge, teaching skills, communication skills, research profile etc) and brief the Chair on the remit of the presentation panel
· Identify a suitable Chair for the panel, and appropriate panel members (the make-up of the panel should reflect the nature of the role as well as the diversity of the team and candidates, and could be made up of team members, service users, students, professoriate, departmental colleagues etc)
· Provide a briefing to the Chair of the presentation panel 
Chair of presentation panel:
Before the presentation:

· Ensure all panel members are clear about their role and the criteria they are assessing. Remind panel members that they will be invited to ask questions in relation to the presentation at the end but will not be conducting an interview with the candidate.
· Each panel member should complete a Presentation Assessment Sheet.

· Outline expectations of the panel, ie the candidate is also assessing the university as a prospective employer so it is essential that we present ourselves professionally and that candidates perceive that they have been treated fairly.  

· Please note that some rooms used for presentations may not be sound proof and candidates may be able to overhear comments made by the panel members.
· Ensure there is fresh water for each candidate.

· Ensure there is a “do not disturb” sign on the door.

· Personnel will advise if any candidate has indicated particular help needed to enable them take part in the presentation.  The Chair should double check with the candidate.
At the presentation:

· Introduce the panel members to the interviewee.

· Explain the presentation process and timing to the interviewee.

· Any internal candidates should be treated in a similar way to externals to ensure a consistent and fair approach is taken.  It is appropriate to remind internal candidates to provide full discussion and complete answers as if they did not know the panel

· Ensure any particular requirements have been catered for and check that the candidate is comfortable with the arrangements made.  

· Provide any help needed to access the presentation or operate equipment eg where to insert memory stick etc

· Time the presentation and indicate to interviewee when 2 minutes of time is left.  Bring the presentation to a close if the interviewee over-runs eg by asking the candidate to summarise or bring the presentation to a conclusion.

· Invite questions arising from the presentation from the panel members.  Check that the balance of questions is fair across candidates.
· Ask the interviewee for a paper copy of the presentation

· Thank the interviewee, and arrange for them to be taken to the interview waiting area.

After the presentation session:

· Take feedback from each panel member and record the agreed summary of performance.

· If the panel have differing views the Chair should record these and explain when feeding back to the interview panel.

· Record any strengths or concerns the panel have where candidates go outside the middle range.  

· Feed back the summary of performance for each candidate to the Chair of the interview panel once interviews have been completed.

· Collect all paperwork and pass to personnel representative at the interview panel.

