Interview Committee Orientation

Review and check each item at the first meeting of the Interview Committee. Sign and keep on file. 

___
Importance of Staff Selection
Thank you for agreeing to serve on this Interview Committee. Staff selection is one of the most important responsibilities we have. You bring an important perspective to this process, and I appreciate your willingness to give your time. 

___
Roles and Responsibilities
The decision regarding which candidate to recommend for hire rests solely with administration. As a member of the Interview Committee, you must be aware and understand that your role is to provide input, not to make the hiring decision. 

Administrators (I) will consider the input provided by the Interview Committee along with other information such as telephone reference checks, written recommendations, performance observations, artifacts, and specific requirements of the assignment. Selection of new staff must take this other critical information into consideration. Because you may not have access to this information as a member of the Interview Committee, it is important that you limit your observations about the candidates to the information obtained during the interview process only.

___
Importance of Confidentiality
As a participant in the interviewing process, you must be respectful of the rights of applicants, and you are expected to treat the information you obtain and the opinions you form in a confidential manner. Outside the committee discussion, it is inappropriate for you to comment, to the candidate or anyone else, about the process, including your perception of a candidate’s interview performance or chances for a job offer. 

___
Legal Requirements
This process is more than a committee meeting. There are many requirements of the law that interviewers must strictly follow (for example, types of questions and consistency of process). The district expects you to abide by these requirements at all times. 

___
Asking Questions
We will ask the same questions (exactly as written) of each candidate. It is permissible to ask appropriate probing questions for clarification or elaboration. 

___
Record Keeping
You will be given a note-taking form for each candidate on which to document apparent strengths and weaknesses observed, evidence that desired attributes are present, and overall impressions regarding the job fit. Record your notes in narrative format and do not use a rating or ranking system. Your notes should include job-related comments only. Other extraneous observations (e.g. references to appearance, mannerisms, etc.) are not to be included. Information that is volunteered by the applicant that is not job-related is not to be documented – such subjects are not to be pursued. You will be asked to turn in your notes at the conclusion of the process. 

Reviewed by: _______________________________________

Date: ___________________
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