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1) Use the “New Meeting” option in your

Microsoft Teams calendar to arrange the
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2) Schedule a
separate
appointment at the
start of the schedule
for panel discussion to
ensure the applicant
cannot join mid-
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conversation. e ——— 4) Include a small comfort break at an
) appropriate point during the interview
; /—__ schedule for the panel members to refresh.
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3) Schedule each
applicantas a
separate meeting to

maintain confidentiality
for the applicants and
the panel members.

Candidate & AdminictrstorInarvisws 5) Schedule the final panel discussion
as a separate appointment, to avoid

the prospect of an applicant trying to
re-join the discussion.





