INTERVIEW SCHEDULE TEMPLATE
Version 1: Candidate itinerary
Send this to the candidate. Every time is in the candidate's time zone. No internal notes, backups or scorecard details on this page. Replace everything in [brackets].
Subject: Your interview schedule for [Role] at [Company], [Day, Date]
Hi [First Name], here is your schedule for [Day, Date]. All times below are in your time zone, [Candidate time zone].
Your contact for the day: [Coordinator name], [phone number]. Call or text if you are running late or anything changes. If anything changes on our side, you will hear it from [Coordinator name] first.
	Time (your time zone)
	Who you'll meet
	What it covers
	How to join

	[10:00 to 10:45]
	[Name, Title]
	[e.g. Walkthrough of a recent project]
	[Video link or room]

	[10:55 to 11:40]
	[Name, Title]
	[Topic]
	[Video link or room]

	[11:40 to 12:20]
	Break
	No interview. Step away.
	Back at [12:20]

	[12:20 to 1:05]
	[Name, Title]
	[Topic]
	[Video link or room]

	[1:15 to 2:00]
	[Name, Title]
	[Topic]
	[Video link or room]

	[2:00 to 2:30]
	[Hiring manager, Title]
	Your questions about the team and role
	[Video link or room]



Before the day: [What to prepare or bring].
Accommodations: If there is anything that would help you do your best, reply to this email and we will arrange it.
If an interviewer changes: Occasionally someone on the panel can't make it. If that happens, we will tell you who is joining instead before the session starts.
After the day: You will hear from [Recruiter name] by [Day].

INTERVIEW SCHEDULE TEMPLATE
Version 2: Internal schedule (panel, hiring manager and recruiter only)
Never send this page to the candidate. Confirm every named backup 48 hours before the day and send them the brief and question set.
	Candidate
	Role and req ID
	Candidate time zone
	Interviewer time zone(s)

	[Name]
	[Role, Req ID]
	[TZ]
	[TZ]



	Day owner (phone)
	Hiring manager (phone)
	Recruiter (phone)
	Debrief (time, link)

	[Name, phone]
	[Name, phone]
	[Name, phone]
	[Time, link]



	Slot: candidate TZ / interviewer TZ
	Competency
	Interviewer
	Named backup
	Video link
	Buffer after
	Scorecard due

	Slot 1: [10:00 to 10:45] / [7:00 to 7:45]
	[e.g. Craft depth]
	[Name]
	[Name] Confirmed: Y / N
	[Slot link, both on invite]
	10 min
	[Time]

	Slot 2: [10:55 to 11:40] / [7:55 to 8:40]
	[e.g. System design]
	[Name]
	[Name] Confirmed: Y / N
	[Slot link, both on invite]
	40 min break
	[Time]

	Slot 3: [12:20 to 1:05] / [9:20 to 10:05]
	[e.g. Cross-functional work]
	[Name]
	[Name] Confirmed: Y / N
	[Slot link, both on invite]
	10 min
	[Time]

	Slot 4: [1:15 to 2:00] / [10:15 to 11:00]
	[e.g. Values and ways of working]
	[Name]
	[Name] Confirmed: Y / N
	[Slot link, both on invite]
	None
	[Time]

	Slot 5: [2:00 to 2:30] / [11:00 to 11:30]
	Candidate questions, close
	[Hiring manager]
	[Recruiter] Confirmed: Y / N
	[Slot link, both on invite]
	n/a
	[Time]


Rules
Every slot has a named backup, confirmed 48 hours out. A name, who has said yes and has the brief and question set.
The video link belongs to the slot, not the person. Put the interviewer and the backup on the same invite, so a swap needs a message, not a new link.
Buffers are scheduled, not hoped for. Ten minutes between sessions. The longest gap goes before the slot most likely to need a swap.
One day owner. One person can swap, shorten or move a session. Everyone else calls that person.

Call list: who acts when something moves
	What changed
	Who acts
	What happens
	Who's told

	Interviewer drops more than 24 hours out
	Day owner
	Backup confirmed and added to the slot. Candidate itinerary reissued with the new name.
	Candidate, hiring manager

	Interviewer drops the same day
	Interviewer calls the day owner (not email)
	Day owner calls the named backup. If the backup can't make it, the session moves to the end of the day or becomes a short follow-up call.
	Candidate before the session starts, hiring manager

	Interviewer running late
	Interviewer messages the day owner
	Buffer absorbs up to 10 minutes. Past that, the session is shortened, not pushed into the next one.
	Candidate, next interviewer

	Candidate running late
	Candidate contacts the day contact on their itinerary
	Day owner shifts the current session into its buffer and tells the panel.
	Affected interviewers

	Candidate needs to move the whole day
	Recruiter
	New date proposed from the same panel's availability. Backups carried over.
	Full panel, hiring manager

	Hiring manager wants to change the panel
	Day owner
	Before the day, both versions updated. On the day, only if an interviewer drops.
	Candidate, if a name changes



Template by candidate.fyi. Read the full guide at candidate.fyi/post/interview-schedule-template
