
Talent Acquisition Department 
Employee & Organizational Development & Advancement 

Interview Schedule 

Recruitment number: 

Position title: 

Instructions: Please complete all sections of this form. 

• Interviewed Candidates: List every applicant who actually participated in an interview.

• Non-Interviewed Candidates: On page 2, list applicants who were invited to interview but did 
not participate. Include the reason (e.g., no response, declined, canceled, no show).

First Round - Interviewed Candidates 

Location of first round 
interview 

Format of interview (forum, 
assessment, etc) 

Candidate name Date and time of interview Panel members 

** Continue below if an additional round of interviews occurred 



Second Round - Interviewed Candidates 

Location of first round 
interview 

Format of interview (forum, 
assessment, etc) 

Candidate name Date and time of interview Panel members 

Non - Interviewed Candidates 

Reason Key 

• No Response: The candidate received an interview invitation but did not reply (neither accepted

nor declined).

• Declined: The candidate replied to the invitation but chose not to interview or formally withdrew

from the process.

• Canceled: The candidate initially accepted the interview but later canceled or withdrew before

the interview date.

• No Show: The candidate scheduled an interview but did not attend and did not notify us of a

cancellation.

Candidate name Round of Interview Reason 

First Second No Response Declined Canceled No Show 

First Second No Response Declined Canceled No Show 

First Second No Response Declined Canceled No Show 

First Second No Response Declined Canceled No Show 

First Second No Response Declined Canceled No Show 
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