


 
 

 
DOCUMENT ING INTERVIEWS  & COMPLETING  
CANDIDATE INTERVIEW EVALUATION FORMS  

 
�x Search committee/interview team members must complete candidate interview evaluation 

form for each candidate interviewed. The candidate interview evaluation form provides a 
basis for defending selection decisions.  

�x The overall assessment on the candidate evaluation form should not be a comparison of 
one candidate to another. It should solely be an evaluation of that particular candidate. 

�x Do not write down anything that you would not wish to be made public.  
�x Remember that what you write on an evaluation form can become a legal document in a 

court of law.   
�x Make sure your statements are not discriminatory or subjective in nature.   
�x If your sentences start with” I think”…“I feel”… “It seems”…“I believe”…you are 

probably being subjective.   
 

INAPPROPRIATE COMMENT  SUGGESTION 

She is young but still has some maturity. A very 
bright young woman.  

�x Never refer to age. 

She was polished and professional in demeanor and 
dress. 

�x Never refer to appearance. 


