Standard Operating Procedure (SOP): Interview Panel
Member Selection and Training Guidelines

This SOP defines the process for interview panel member selection and training guidelines, detailing criteria for
selecting qualified panel members, roles and responsibilities during interviews, and comprehensive training programs
to enhance interviewing skills, ensure fairness, and maintain consistency in candidate evaluation. The objective is to
establish a competent and unbiased interview panel capable of effectively assessing candidates' qualifications and
suitability for the organization.

1. Purpose

To outline standardized procedures for selecting and training members of interview panels, ensuring competent and
impartial candidate evaluation.

2. Scope

This SOP applies to all staff involved in the selection and training of interview panel members for recruitment
processes within the organization.

3. Responsibilities

¢ HR Department: Facilitates panel member selection, organizes training, monitors compliance.
¢ Panel Chair: Guides interview process, ensures adherence to evaluation criteria.
¢ Panel Members: Attend required training, participate in interviews ethically and objectively.

4. Interview Panel Member Selection Criteria

Relevant expertise and experience in the position or department.
Demonstrated ability to assess candidates objectively.

Completion of required interviewer training.

Absence of actual or potential conflicts of interest.

Diversity in panel composition (gender, background, etc.) where possible.
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5. Selection Procedure

HR issues a call for potential panel members ahead of the recruitment cycle.
Managers nominate staff based on selection criteria.

HR reviews nominations, screens for conflicts of interest.

Final panel composition is approved by the HR Manager or relevant authority.

Panel members are notified and scheduled for training (if not previously completed).
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6. Training Program

1. Mandatory completion of interviewer training before participation in any panel.
2. Training modules include:
o Interviewing techniques and structured interview models.
Bias mitigation and equal opportunity standards.
Confidentiality and data protection requirements.
Scoring/evaluation frameworks and documentation.
Legal and organizational compliance.
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3. Periodic refresher courses (minimum once every 2 years).
4. Attendance is recorded and monitored by HR.

7. Roles and Responsibilities During Interviews

¢ Panel Chair: Leads the session, ensures adherence to process, resolves disputes.
¢ Panel Members: Actively engage in questioning and evaluation according to agreed criteria.



¢ HR Representative: May observe to ensure fairness and compliance.

8. Review and Continuous Improvement

1. Post-interview: Hold brief debriefings to discuss lessons learned.
2. Annual review of panel effectiveness and training content by HR.
3. Update SOP as necessary based on feedback and organizational changes.

9. References

¢ Organization's Equal Opportunity Policy
e Data Protection Policy
e Employment Legislation and Best Practices

10. Document Control

Effective Date: [Insert Date]

Version: 1.0

Review Date: [Insert Review Date]
Owner: Human Resources Department
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