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US 1297 Workplace Assessment Task

Unit Standard 1297 Interview in a formal situation
Level: 4 Credit: 5 Version: 4

Elements to be assessed: 1,2 and 3

1 Resources and/or equipment which can be used fo  r this activity:
Recommended texts for this unit standard can be obtained from the ATTTO,
PO Box 6466, Te Aro, Wellington, or by telephone on 0800 800 500

2  The required conditions relating to the activit  y:
Your assessment should relate to your current workplace
Evidence already gathered in the course of your work, may be used,
providing it meets the requirements of each of the tasks

3 Method of assessment:
- Written or oral completion of the assessment tasks
- Answers must be in students own words

4  Special notes from unit standard
- This unit standard is one of a sequence on interviews:
- Unit 1293, Participate in an informal one-to-one face-to-face interview, level 1
- Unit 1294, Be interviewed in a formal situation, level 2
- Unit 1296, Interview in an informal one-to-one situation, level 3
- Unit 1297, Interview in a formal situation, level 4

Interview in this unit standard means a purposeful dialogue where information is
sought and exchanged and where the interviewer is acknowledged as having the
lead role.

Voice modulation for hearing impaired people will be demonstrated through a
sign language interpreter voicing the message of the signer.

This unit standard covers interviews in formal situations, which are often

characterised by:

- a structured format

- more overt differences in status/position/mana between the interviewer(s) and
the interviewee

- established policies and procedures, possibly legislation, that apply to the
interview

- an official/organisational/institutional purpose

A formal interview may be one-to-one or a panel interview, and may include but
is not limited to: selection (job or training), performance review, loan application
(hire-purchase or mortgage), media interview, disciplinary matters, investigations.

All processes surrounding interviews will occur according to ethical,
organisational, and legal requirements pertaining to the context of the interview.

© ATTTO - Setting the standard for training in Aviation, Tourism, Travel and Museums
Moderated ATTTO - September, 2008
Page 1 of 12



US 1297 Workplace Assessment Task

6  Appeal process:
- If a trainee is dissatisfied with the assessment process or results they may
appeal to have the assessment decision reconsidered.
- The candidate should be referred to the appeal process of the assessor,
provider or workplace.

7 Re-sit policy:
Candidates may repeat the assessment activity at an appointed time to be
arranged with the assessor. The candidate should be referred to the re-sit policy
of the assessor, provider or workplace.

8 Evidence validity
Where any assessment or part of any assessment, is carried out under “non
controlled” conditions, trainees are required to sign a declaration stating that
the work they have submitted is their own original work and that any material
that has been produced has been fully referenced.

All tasks are to be carried out in accordance with enterprise requirements, the
enterprise being the trainee’s workplace.

Trainee Declaration

| hereby certify that all the work included in this assessment is my own original work. |
have not copied the assessment or any part of it or have allowed or will allow any other
trainee to copy any part of the assessment. | have correctly acknowledged and
referenced all sources of information used.

Signature

Name

Date
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Unit Standard 1297 Interview in a formal situation
Level: 4 Credit: 5 Version: 4

Assessment Overview

This assessment focuses on formal interviews.
For this assessment the interviews must be formal interviews

In order for you to complete this assessment task, you need to plan and conduct two
(2) interviews that are part of your normal work routine or workplace tasks and
document:

Pre-interview planning

The interview progress and outcome

Post interview follow-up

You must provide evidence of your preparation for the interview

For each interview consider:
What is appropriate to the situation
What are the circumstances of this interview
Who are you interviewing

NOTE:

Make sure you contact the interviewee(s) to:
gain their consent
ensure they are comfortable being involved in this assessment
inform them interview may be observed by a third pa rty

By completing this assessment task you will demonstrate you can:

Plan a formal interview
Conduct a formal interview
Follow-up a formal interview

NOTE:
Your formal interview must be documented and evidence is required for this
assessment.
You may use the sample forms provided in appendix A , your
organisations standard documentation or develop sui table documents.

The assessment tasks begin on the next page.

© ATTTO - Setting the standard for training in Aviation, Tourism, Travel and Museums
Moderated ATTTO - September, 2008
Page 3 of 12



US 1297 Workplace Assessment Task

Unit Standard 1297 Interview in a formal situation
Level: 4 Credit: 5 Version: 4

Element One: Plan the interview.

It is important to show your planning which starts from the
moment the need for an interview arises.

Your assessor will expect hard evidence of your plan.

Task 1

Plan for the interviews you shall conduct.
Ensure you:

a) Attach evidence showing you have addressed the needs of the person you are
interviewing.
(PC 1.1)
These needs include but are not limited to:

access

notification of purpose and possible consequences
interviewee expectations and desirable outcome(s)

time

entitlement to support

prior knowledge of relevant statute(s) and/or regulation (s)

Your evidence must show how the needs of the interviewee have been
incorporated into your plan. For example:

show how you notified the person you are interviewing (e.g.: an emailed
invitation showing who, where, when and why)

include the agenda, who may/may not be involved

explain what will be required of the interviewee, resources etc.

Examples of evidence may be:

An email

A phone message

Any other form of invitation and acceptance

Copies of any correspondence and documents relating to the interview
Verification of informed consent from the interviewee(s)
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b) Prepare the interview environment in terms of the purpose of the interview.
(PC1.2)

For each interview consider what is required to ensure the interview runs
smoothly
. What is appropriate to the situation?

What are the circumstances of this interview?

Who are you interviewing?

Who will be in attendance?

For example, the ideal environment is where the:
Interview is conducted in a space which allows privacy and no distraction
from outside
Interview room has adequate space and seating for all participants
Interview room has good lighting
Interview room is easy to find and has good signage.
Necessary technical equipment is set up such as data projector,
computer etc

Your evidence must:

Show how you prepared the interview environment to ensure the
interview runs smoothly

NOTE:

Use the evidence journal (sample form b, appendix A) to:
record how you prepared for the interview

End of task one.
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Task 2

For each interview you must prepare a sequence of questions which relate to the
purpose of each interview.

a) Prepare the questions you need to conduct the interview
(PC 1.3)

b) Select questioning techniques that you will use.

Ensure these techniques fit the:

situation
purpose of the interview
occasion
subject matter
relationship between participants
(PC 1.4)

C) Attach evidence showing the questions you have prepared
Examples of evidence may be:
Questionnaire

Interview schedule
List of questions

End of task two.
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Element Two: Conduct the interview.

During the interview you will be observed

You will need to make arrangements with the person
observing you and the interviewee

Your observer will need to document (sample form a,
appendix A) how well you conducted the interviews

When you conduct the interview ensure your management of the interview meets the
following criteria:

Task 3

a)

b)

d)

Introduce the interview in such a way that:

Fits the context
Introduces themselves and all other participants to each other
Includes an explanation of the interview purpose
(PC2.1)
Ask the planned questions in a such a way that:

Meets the purpose expressed in the introduction
The technique and language fits the context
Follow a logical sequence
(PC 2.2 and 2.3)
Throughout the interview:

Establish a relationship with the interviewee that assists in achieving the
purpose of the interview
Record information so that it does not interrupt the flow of the interview
Give feedback that encourages the interviewee to respond
(PC 2.4, 2.5 and 2.6)
Conclude the interview in a manner which:

Fits the context
(PC 2.7)

Attach evidence to show you have conducted the interview.
Examples of evidence may be:
Handwritten notes

Audio/video recording of the interview
Follow-up report

End of task three.
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Element Three: Follow up the interview.

Task 4

After the interview has concluded you will need to complete follow-up processes.
a) Ensure these processes include:

A record of the interview

Any further information required

Action/decision resulting from the interview

(PC 3.1)
b) Attach evidence of how you have completed the follow-up processes
Examples of evidence may be:

Handwritten notes

Recording of the interview

Follow-up report

emails

NOTE:

Use the evidence journal (sample form c, appendix A) to:
record how you followed up the interview

End of task four.

END OF ASSESSMENT.
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APPENDIX A: Forms

la. Sample form - Observation Checklist

(Element’s 1 and 2)
1b. Sample form — Evidence Journal

(Element 1)
lc. Sample form — Evidence Journal

(Element 3)
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la. Sample form
INTERVIEW Observation

(@10 =T 01572 110 o H PP
PUIPOSE OF INTEIVIEW: .o e e e e e e e e e e e

191 =] AV ()] S

Aspect Rating Comments

012345

012345

012345

(Rating scale: 0 =Don’t Know 1 -5 = Not very well - Very well)

GENEIAl COMMIBNES et e e e e e e e e e e e e e

Expert Witness/Assessor Signature Date
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1b. Sample form

EVIDENCE JOURNAL — Element 1

Trainee name:

Date Journal Entry Related Evidence
How did you plan your interview? (PC1.1,1.3and 1.4)
- Sequence Of questlons g Notification of interview

.. . Other (Please Specify)
- questioning techniques a pecty

How have you ensured the reason for the interview is | (PC 1.1)
clear? q Other (Please Specify)

- notification of purpose

What did you consider regarding the interview | (PC 1.2)

environment? q Other (Please Specify)
What prior knowledge is required? (PC1.1)
- relevant statutes and/or regulations q Statutes

q Regulations
g Other (Please Specify)

How did you prepare the interviewee? (PC 1.2
- entitlement to support g Notice of meeting
. q Agenda
- possible consequences q Other (Please Specify

- expectations and desirable outcomes

Attach your pre - interview planning documentation to this assessment.

NOTE
You may use the sample forms, your organisations standard documentation or
need to develop suitable documents.
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1c. Sample form
EVIDENCE JOURNAL — Element 3

Trainee name:

Date Journal Entry Related Evidence

How did you record the interview? (PC 3.2)
q Record of interview
q Other (Please Specify

How did you complete the follow-up process? (PC3.1)
g Other (Please Specify

Attach your interview follow-up documentation to th is assessment.

NOTE
You may use the sample forms, your organisations standard documentation or
need to develop suitable documents.
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