GUIDE FOR EMPLOYMENT INTERVIEWS

This guide is designed to help you interview and evaluate candidates in a legal and effective manner.  It is divided into these sections:

I.  
OVERVIEW:  general planning for the interview

II.
COMPETENCIES:  what work elements you should focus on

III.
LEGAL BASICS OF INTERVIEWING:  the laws you should be aware of

IV.
APPROPRIATE QUESTIONS:  what you can – and should not ask

I.
OVERVIEW
Be Fully Prepared.
1.
The best interviews happen in a private, comfortable, quiet, orderly room.

2.
Do you have the materials you need:

· Application and/or resume
· List of competencies to be assessed

· List of the questions for each competency

· Interview guide sheet to record notes and ratings

· Information describing the job

· Information describing Butler University

· Your business card

3.
Review the application and resume materials before the candidate is to be interviewed.

4.
Review the interview competencies and questions.

5.
Allow an appropriate amount of time for the interview.  This is an activity that should not be rushed.

6.
Be mentally prepared:  positive, enthusiastic and friendly.

· Introduce yourself and help the candidate feel comfortable.

· Use the candidate’s name – often and correctly.

Make certain to ask all candidates for the same position the same questions, in the same way.
· Some candidates need additional prompts for a complete answer.

· Be sure to return to your planned questions as soon as possible.

· Collect the same information every interview.

Keep control of the interview.

· The person asking questions controls the interview – stay in control.

· Explain the format you will use and the time available.

· Explain that the candidate will be able to ask questions at the end of the interview.

· Help the candidate relax – and provide meaningful responses.

· Avoid giving negative feedback to answers.

· If necessary, remind the candidate of the format and allotted time period.

Ask open-ended questions.

· Avoid asking questions that can be answered yes/no.
· Probe for information and detail.

· Clarify behaviors and characteristics.

Observe and record.

· Identify behaviors, facts and experiences – not personality traits.

· Take notes and keep them as part of your interview documents.

· Be professional.  Keep in mind that your notes are subject to later review if they are kept.  Therefore, only information about the interview should be included in them.  Be aware of the notes in margins and how they can be taken out of context.

Ratings and documentation.
· Interview guides often allow ranking each competency on a numeric scale, e.g., from 1 to 5 with 1 meaning “little” or “none”, 3 meaning “typical” or “average”, and 5 meaning “outstanding”.  
· Score each section.  It is not critical that you ask and score every question.  However, it is essential that you ask a sufficient number of the questions (more than half as a guide) to be able to document the candidate’s score.
· Make more notes to document extreme ratings of either 1 or 5.
· Do not force any distributions of ratings.  Be cautious of rating the same for every item.
II.
COMPETENCIES:  What do we want?

The following is a list of example competencies to assess when interviewing candidates.  

To what degree does the candidate...
Goal accomplishment:

· Reach individual goals – examples of meeting, exceeding or falling short of goals, and why

Interpersonal relationships:

· Recognize strengths and weaknesses in working relationships

· Practice appropriate protocol and courtesy

· Cooperate with colleagues and staff

· Accept or communicate constructive criticism sensitively

Verbal communication:

· Use appropriate grammar and vocabulary to respond clearly and directly

· Express opinions or interests tactfully

Written communication:

· Demonstrate proper use and understanding of terminology

· Use correct grammar, punctuation and spelling

· Express ideas, concerns and issues effectively

Problem solving:

· Identify and define problem causing factors

· Collect and analyze pertinent information

· Develop and evaluate possible solutions

· Determine the impact of proposed solutions

· Implement problem solving decisions and follow-up on results

Work-related experience:

· Relate experience to vacancy requirements

· Describe strengths and weaknesses

· Identify the value of knowledge gained in previous positions
· Explain any problems in previous positions
Technical and specialized knowledge:

· Understand terminology, principles and theory related to the position
· Adhere to technical standards and follow legal, regulatory guidelines

· Maintain “state of the art” awareness of the field

Decision making:

· Locate and process information from a variety of sources

· Organize and analyze information

· Grasp important and ignore irrelevant information

· Overcome fear of making wrong decisions

· Recognize relationships between standards, policies and regulations

Planning:

· Implement short and long range planning

· Manage time to accomplish daily work

Career goals:

· Have a career plan

· Show evidence of progress towards goals

· Understand the responsibility for goal attainment

Manual skill:

· Use appropriate equipment, technology and materials
· Demonstrate awareness of new techniques, materials and technology

Personal characteristics:

· Enthusiasm – show initiative, ambition, alertness and motivation

· Integrity – demonstrate honesty, loyalty to our mission

· Flexibility – show tolerance for and acceptance of change

· Team player – function as a cohesive part of the group

III. 
LEGAL BASICS OF INTERVIEWING

· Title VII of the Civil Rights Act of 1964 (race, sex, religion, national origin, pregnancy)

· Americans with Disabilities Act of 1990, amended 2008
· Age Discrimination in Employment Act of 1967

· Fair Credit Reporting Act (reference checking, criminal background checks, credit reports)

· Uniformed Services Employment and Reemployment Rights Act of 1994, amended 2005

· Indianapolis, IN Human Rights Ordinance, amended 2005

· Genetic Information Non-discrimination Act of 2008

IV.
APPROPRIATE QUESTIONS:  What is “ok” or “not ok” to ask
This guide will help you develop appropriate questions and other pre-employment inquiries.  Remember that pre-employment inquiries must be job related.  The candidate will place much more emphasis on each question, which will be recalled in vivid detail, than perhaps you intended.

Every selection procedure used to make a decision about a candidate, whether the procedure is written or oral, must be for the purpose of determining the candidate’s ability to perform the specific position for which he/she is interviewing.

1.
Names used by the candidate

· Acceptable:  As it is a standard practice to check references for all candidates, it is permissible to ask about other names under which the candidate may have worked in order to check education records, employment records and references.

· Unacceptable:  If the candidate has a non-US origin name, do not inquire about it so that you do not give the impression that national origin is a relevant consideration.

2.
Marital or pregnancy status

· Acceptable:  There are no acceptable situations in which you should inquire as to marital status or pregnancy status of candidates.  If the candidate makes reference to his/her marital or maternity status and seems to want to have a discussion about it for some reason, be very cautious.  You generally should not discuss this; however, if the candidate tells you she is going to have a baby and cannot be here when the position begins, you should obtain the details regarding when she can start.  You should not, out of hand, dismiss this candidate.
· Unacceptable:  Questions regarding the name of the candidate’s spouse, the marital status of the candidate, childcare arrangements, family planning or pregnancy status are unacceptable.
3.
Age

· Acceptable:  If the candidate is clearly a minor or genuinely appears so, it is permissible to state the lawful hiring age of the position and to inquire if the candidate could meet that requirement upon receiving an offer of employment and be able to submit proof thereof in the form of a certificate of age or work permit.
· Unacceptable:  Except for the above, any requirement that the candidate state his/her date of birth is unacceptable.
4.
Height and weight

· Acceptable:  Questions regarding the height and weight of candidates are acceptable only when related to a bona fide occupational qualification.
· Unacceptable:  Any inquiry into height or weight of a candidate is unacceptable unless there is a bona fide occupational qualification.
5.
Disability

· Acceptable:  Inquiries regarding a candidate’s ability to perform both essential and marginal job-related functions are acceptable, but be prepared to discuss reasonable accommodations.  You can require a medical exam, but only after an offer of employment is made and only if all new hires in that job are required to have a medical exam.  Medical exams are rarely required now.
· Unacceptable:  Prior to a conditional offer of employment, questions about a candidate’s disability or about the nature of, or severity of a disability are unacceptable, as are questions about a candidate’s medical or workers compensation history.
6.
Race, color and/or ethnic background

· Acceptable:  It is not acceptable to inquire as to a candidate’s race, color or ethnic background.
· Unacceptable:  Questions regarding the candidate’s complexion, color of skin, eyes, hair, etc., or other questions directly or indirectly indicating race, color and/or ethnic background are unacceptable.
7.
Religion or creed

· Acceptable:  All candidates should be advised concerning normal work hours and days of work required by the job.
· Unacceptable:  Candidates may not be told that employees are required to work on religious holidays which are observed as days of complete prayer by members of their specific faith.  Inquiries into religious denomination and any inquiry into a candidate’s observance of religious holidays are unacceptable.
8.
Sexual orientation

· Acceptable:  No question about sexual orientation is acceptable. 
· Unacceptable:  Note that there are protective laws prohibiting employment discrimination based on sexual orientation.  
9.
Special working conditions

· Acceptable:  Statements of special demands such as hours or schedule (e.g., evening classes/shift) to be worked, travel, overtime, and that these might be required are acceptable when they are related to the specific position for which the candidate is being considered.
· Unacceptable:  Any inquiry as to a candidate’s ability to meet special demands of the job that are not job-related, e.g., regarding children, childcare, means of transportation, etc. are not acceptable.
10.
Education

· Acceptable:  Inquiries regarding education, schools/institutions attended, licenses, certificates and degrees obtained related to the position sought are acceptable.
· Unacceptable:  Inquiries asking specifically the nationality, racial or religious affiliation of a school are unacceptable.  It is problematic to ask for the dates of school attendance or graduation.  This should be asked only in connection with reference checking.  Otherwise, it may indicate a desire to determine the candidate’s age.
11.
Experience

· Acceptable:  An inquiry into the prior employment history and experience of a candidate is acceptable.  Pay particular attention to a candidate’s explanation of any adverse reports received from or experience with previous employers.
· Unacceptable:  None, as long as the inquiry is related to actual work experience.
12.  
Military

· Acceptable:  Questions regarding military experience and duties performed while serving in the Armed Forces of the United States are acceptable only when job-related.  
· Unacceptable:  Questions regarding the National Guard or Reserve Unit status of the candidate should not be asked.  Questions regarding the date and type of discharge are unacceptable.
13.
Financial status

· Acceptable:  Questions in this area would be highly unusual.  It is difficult to imagine why this would be acceptable for a position at Butler, unless the position involves the handling of funds.
· Unacceptable:  Questions regarding a candidate’s credit record (charge accounts, bankruptcy history, garnishments, or loans outstanding) are unacceptable, as are questions about whether a candidate owns a car, home, etc.
14.
Address or duration of residence

· Acceptable:  Questions regarding a candidate’s current address and length of residence in the state are acceptable.
· Unacceptable:  Questions such as, “Do you own or rent your home?” are unacceptable.
15.
Birthplace

· Acceptable:  There is no reason to ask about a candidate’s birthplace.  This may reflect national origin bias.
· Unacceptable:  Questions regarding the birthplace of the candidate, the candidate’s spouse, parents, or other relatives are unacceptable, as are requirements that the candidate submit a birth certificate, naturalization or baptismal records. 
16.
Citizenship, national origin or ancestry

· Acceptable:  A statement that proof of the right to work in the United States will be required after an offer of employment is made and accepted.  This proof is required of all new hires.
· Unacceptable:  Questions such as, “Are you a US citizen?” or whether the candidate or his/her parents or spouse are naturalized or native-born US citizens are unacceptable.  Any and all inquiries into whether a candidate intends to become a US citizen or any other inquiry related to the aspect of citizenship are unacceptable.
Telephone and Skype Interviewing Tips

Interviews conducted via telephone or Skype ™  often seem more difficult than face-to-face interviews.  Over the telephone, up to two thirds of the communication package is lost due to the lack of facial expressions and body language cues.  Skype improves the situation somewhat; however, distance and the lack of actual physical presence of the job candidate can make the situation seem awkward.  Below are some tips to make these discussions more comfortable and therefore, more productive.

· Prepare for the interview by taking the time to really read each candidate’s resume or CV.  The more familiar you are with them on paper, the more time you can spend paying attention to both their words and their verbal intonations, which carry a lot of information.

· If more than one interviewer will be present, let the candidates know in advance who will be on the call.  This way, they can have the opportunity to learn more about who they will be speaking to.  This also is a courtesy that should be provided for face-to-face interviews.

· At the beginning of the interaction, the chair of the search should introduce a few pleasantries to help the candidates relax.  A candidate who is more at ease will be more likely to provide responses that show the “real” person, not a canned response.

· Each person on the call should introduce themselves, adding their title or special interest area to the introduction.  If on the phone, each person should say a greeting to the candidate.   If on Skype, each person should make some signal (e.g., head nod, wave, etc.) in addition to a greeting, to acknowledge who they are.

· If there are multiple interviewers, each one should play an active role in the interview.  Each should take a question to pose, re-introducing themselves as they do so.  They should stay in “listening mode” until the response is concluded.  Each interviewer should “own” their question for all interviews.

· If interviewing internal or local candidates, don’t be tempted to arrange a face-to-face meeting.  Keep the circumstances constant by using the same or similar mode of communication for all candidates.

· Let the candidates know how the call will proceed:  its duration, the amount of time allowed for each response, the amount of time for questions at the end.  The search chair should provide contact information if the candidates have any questions after the interview concludes.

· Reserve time at the conclusion of each call for the interviewers to reflect on the candidate and write notes on their comment /rating sheets.  Only after this has occurred should they begin to discuss the candidate.
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