[image: image1.png]- \,&i ',
‘ -
1
Alliance For

Workforce Development, Inc.
Providing pathways to success





     Interviewing Applicants
When interviewing job applicants, you have the opportunity to learn more about each applicant’s skills, work style, personality, interests, and suitability for the position.

Interviewing job applicants also is a minefield full of potential lawsuits for those who are not aware of the law.  The most important thing to keep in mind when interviewing is that any question prohibited on a job application is similarly prohibited in an interview. However, while an application is in writing and relatively easy to limit to acceptable questions, interviews are verbal and often quite different from one another. It is therefore easy, as one question leads to another during the course of the interview, to inquire about subjects that are prohibited in the employment context.

Conducting Consistent Interviews

To ensure that the interviews you conduct do not expose you to lawsuits, create a list of acceptable questions and stick to them. You may choose to ask questions on your list or only those you feel pertain to a particular job. Be sure all questions are strictly job – related, non – discriminatory, and not an invasion of the applicant’s privacy.

Before the interview, review your entire list and clearly mark those questions you believe are most related to the position for which you are interviewing. Then, ask each candidate only those questions you have marked. If more than one person is interviewing candidates, be sure each interviewer has the same list of questions. Instruct each interviewer is not deviate from the pre-selected questions.

Asking Appropriate Questions

Do not ask questions about marital status or children. For example, you may not ask an applicant if she is pregnant, has children, or is planning to have them. If you know applicant has children, you may not ask whether he/she has made provisions for child care. Similarly, if you would not ask question a man, do not ask it of a woman (for example, if you became pregnant, how much time would you need away from work?).

Be careful when asking about hobbies or outside activities. It is discriminatory to ask about clubs, societies, lodges, or organizations to which applicant belongs that might indicate race, religion, national origin, sex, age, etc.   Don’t ask what language an applicant knows unless the job requires the applicant to speak and/ or write a particular language fluently.

Rarely is it appropriate to ask an applicant’s age, although there are a few exceptions. If required for the job, you may ask if the applicant is over a particular age (for example, a bartender or cocktail server.)

INTERVIEWING APPLICANTS

Be aware that some questions about an applicant’s education may be interpreted as seeking information about age. While it is fine to ask where an applicant went to school, asking what year he/she graduated from high school or college, or inquiring if he/ she is a “recent graduate” may be deemed discriminatory.

Due to potential liability under the Americans with Disabilities Act (ADA), as well as California’s Fair Employment and Housing Act (FEHA), it is wise to familiarize yourself with the basic requirements of those laws before interviewing. While it may seem only natural to ask certain questions of an interviewee whose physical disability is obvious to you, you may discover that many of those questions are strictly prohibited. 

Taking notes during an Interview
When interviewing several candidates, it usually is necessary to take notes you can review when making a final decision about whom to hire. However, it is important to ensure that you are recording interview information in a manner that will not come back to haunt you in a court of law. Take brief, clear, and legible notes that pertain to the candidate’s answers. Don’t use abbreviations or a coded rating system that could be incorrectly interpreted at a later date. 

Keep objective records of why an applicant was or was not hired to avoid any inference of discriminatory motives. Good examples are:

●
For an alarm installer: “Did not have experience with necessary equipment” rather than “not impressed;” or

●
For a retail clothing store: “Unwilling to work weekends” rather than “wasn’t right for the job.”

In addition, be sure your notes evaluate criteria actually necessary to perform the job. For instance, when interviewing for a telemarketer, your notes should reflect items such as “good interpersonal skills, types 75 wpm” rather than “handsome, blue suit.”
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