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*hne folloving ezpleyment pelicies and procedures regarding the. interviev
precess ars intexded to provide additicmal guidazcs and clarification to state
sgencies with czeapect to tha folloving dizsctive taken from the $overner's
Adriniatzative Ozdar, Muzber 1, dated July 17, 1990,

"1. A1l tiring and other perscnnmel declslcns shall de dased on the pezit
and gualificatioza of e ctamdidates. Where the selscticn of a candidate
13 msde puzsvant to an ixterviev process, the sgency zust use wmiferm,
Job-related criteris and interviev guesticns; ths respenses - to sveh
questicns must bde evaluated VY refesence to the requiremants for the
particular pesition and such evaluation rust de thorougkly éocumsnted and
zust dezczstrats the basis om vhich the selecticn vas pade.”

=13 Directive centains prizciples whied vill sssist agencies ia assuring that
thelr perscrnel pelicies and procedures Telating to intarvieving and selecting
candidates fer sxpleyment, premetica of othar perscumel transacticns are {2
cezpliance vith the reguiTementa of ths Ruan deciaion. Adderence to thess
pricciples will slse result im e preduction of documentation Decessaty to
defend agaizst any claizms that ray arise umder this ruling. S

It is not the intent of thias dirsctive to mandate a single, specific set of
perscznsl policies and procedures applicadle to 81l agmeles and all persccnmel
tzansscticns, Nor 48 it ia ths intsnt of thid dirsctive to mandste agency
ezployzant decisicas, but to provide a censlstent, faizr and odjective dasie to

assurs compliance vith Rustan as vell se the ezployment of fully qualified
peracns, o

Other empleyment policies such as Veterans Appeintzant ‘Prefersnca, Affirmative
Action, Yargalning agreszents vill 3dot de eplaced Yy thesa pelicias and
precedures. Additicnal screening teguizarents that tha agency may izpose
prior to placinzg an irdivicdval on the payrell promoting, tranaferring, or
 recalling an e=pleyee (s.g., backgroutnd check, drug testing, residency) or
“cther ezpleyment pelicles vill nbet be restricted so long a8 they are net
incersistent with the procedurss described Yerein, IR additien, thsse
policies and procsérres adirsss cnly tde izntarviev process, and do net apply
vhezs other types of selection devices are uvsed, '
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A,

. declslen.

The ecpleysent peliciu and  proceduzes descrided ia thc'

_'ellev“.u secticns sheuld da felloved for i) peutieu ot

npocuiuly ‘sxsxpted from x;.m A preliminary llsting of
theas pesiticns vhi:h, due teo thelr pou:r.unn; ot tonfldential
ature, ass cln:.y uu:.pnd frem lutas, vill Ye pubunhod‘
vithin the pext tvo veaks, Thers vill be many mpore pcut!m

‘vhich are mot clssrly exszpt of nen-exempt. Cataleguing and =

savieving all :hese poesiticns will be a time consueing sffoxt

,vh,c.h is too extezsive to bs wmdertaXes iz the time remalring to

this nd::ir.iatntiqn. Bovever, agexcles viadking te _nkl_ a

detesmization zegazéling s particular pesition wvhich ia ot
{ncluded 4n the indtial listing of wxacpted poutien pay subzit
vhe apprepsiste zatarials to CMS. 1Ia consultaicn vith Zrnat and
veumg and Jazmér asd 3lock, OM8 vill deterzine vhether oF mot
suvch a pesiticn s exexpted from the resquirsments of the dusan
In the adsance of s deterzination that & pesition is
sxazptad, this pexozazdum vill apply to all pqntt:oaﬁ.

The folloving principles spPly o a1l u:ploymat doehim
concorning izdivicuals vhe aTe currantly ' candidates to de
intervieved oz szpleyrant b: the Stau or wvho are current State.
nplnul vho aze te s inurvinod for prmtica. trmur. or
recall frem layeff. Note that vhen the rezainder of this
docuzent mesticns "hiring” that t:is ‘pertains to the interviev
activities ixvelving dotd ths bkire of nev u:p:quc and the
promoticn, tramsfer, of recall of currsat szpleyees.
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OBTRCIIVES

Within the frameverk estadlisted bty che Govermor's directive, the

State {8 coz=itted to an isterviev process vhich will:

Base expleyse selection cn a. candidats’s abdility te pesfora

affectively on thl Jods

Provids egual cppon-.mi.y for Stats cr.pleyuat to all gualified -
Jod cudidnu; ‘ .

Prodibit tha taaing of e=pleynent, prepotien, ‘transfer, and
zecall declsicnas on pa:tiun uﬂliuion or svpport;

r:cv‘ac th. tiring asgsncy vith caxizum lavful dhc:ctica 1a

zaking salecticn decisicns) and

AdegTately docuzsst all ampleyment, -‘prwotion. tzansfer, axnd
zecall decisions.

INTIEVIEV PROCXSS

Appzoach

Folloving is s summary of xizirmm steps vhich should be part of

A 1nzer11u process to  enstIe cexzpliance vith the the

;rizciples of the Coverzor's sforexenticned Order,

A suzmary of
theae steps are r.x‘piii:.d poze fully daloews ‘

bccuuat and fi3¢ hiring criteria for each positica to be

£111e4 afcre ccoducting the interview, Iegazdless of "
locationt

Define and document zajor politica :upou&blntiuz

« Define :eguired Imevledge, 8Xxills, adilities and .
pezscoal characteriatice uunthl for cmount :

performance in the Jodj and

- De:--:.ino the relative veight of sach hiriu crm:u.

L. naulep s stancdazéized intarview qvuticmin for eacd

peaition te Yo ﬂllcd to gather pertinent informatiom adout

the candidate’s’ )movlodu. sxi1), adilities, and perscnal
chazactaristics. :
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« Cenduet o  structured exployment  inczerviaw . using &
standazdized iztarviev cuesticrmaire and npote  pertizent
Tespcnaes frem the cazéidates that can be comparsd and
evaluszed in & ccasistent mamner. ' '

«  Zvaluste sach cazdidate intervieved:

- . Rate the ccrpletsd izterviev quastictnaire;

= Scora sach hizing criteria and note om an evaluatien
" fereg '

= Daterzipe sach caréidate's cverall score Yased o3 all
. tiring criteria; and :
= Rank all candidates iztervieved by cverall scors.

+  Document the  interviey process fer  all céndidqtui
interviaved. ‘ h ' : :

« Docuzent iho szployzent declalcn.

o ‘Maintaia a ckromelegical 24le  of al) interviev

guesticzzalzes, evaluatica and exployment decision forms for
. each pcaitien vhaze istl:vitvn vers conducted,

The relisbilixy 6!_ a structured ezpleyment interview i

scrvening qualified cazéidates is tased om the ldentificaticn of

©pre—ansablighed czdzeria for successful Jodb performance vhich

aTe zeguired for entry inte the positicn.s Eiring criteria
inclvde cajor gpesitica xcipcnsibilit o8, xnovledge, akills,
abilities, snd perscral charactaristics. As 8 sezeral ruls, the
lszger the zuxber of qualified candidates; and/er asdéiticnal
1d-at$:a1 positicons to ds filled, the DRigher the level of

standardizaticn required to assvre the ocblectivity of the sctual
intezviewvs,

e fencviu apprcach te the develcpment of hiziag criterdn
asstzes tlat the criteria will Ye Jeb—rulutod, lpccttie to the
particular peaitien, and esssntial  teo accoptahl. -job
pc:rcrzanés. It 48 izpertant to rexesber that hirin;'critcrit
veich tave not bDeen pre-estadlisded sdould npet be ‘ueed ll:
:u:t:licatiqﬁ for the sxployment decision. '
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wmumnm As a firet step,

this izforzation should be obtained from existing Jod
descripticas and class apociziuticu. REovever, it s

_izpertant te reviev this inferzaticn vith curzest Job

ccuztents md/o: the u:pcrv.lc: .to assure {ts ucuruy vizsh

sespect to the 284! len de! b . "hil step

-~ sheould p:odtu tp to. ted :.nje: duties vhich serve a8 ‘the

prizary azsas of fpguiry ¢uring e interviev as vell as the .
basis for identifying ths xoewledge, skills, abilities and
perscnal chazacteristics zequized to pezfora sach. majer
¢uty, axnd the subssguent devalcpeent of specifie 1nt|n!w
qunticu.~ ~+ene dutiss adould :uhct tht peutiea as it
1g docimented by the exiating positica dn: pucn. aot dovw
1t could be ctarged oF izproved. A

Qe -

paragmal charactardatica. Jeb-selated SAs and pexrscnal

ctazacteziatics aze dezived fiom the positien's majer dutise
vy focusing on wch Guesticns a8 "mt vould 'y ‘candidate
oesd te Jzov to perferm this dutyl®, "Can tho required
ynoviedge de cdtained threugh ferzalized training er zuat 1:-
be lesarped through experieccel®, and "What types of
bataviczs are degcmatzated by current tpcuzbants  Vho -
succesafully pesform this €utyl™. Omes identified, the taek
of develcping izterviav guesticns vhich sre. clearly’ and
domtnny" Job—xiiitod 1s gzeatly sixplitied, .

%o the axtant zhnt the po-itin'- pajor dutiss, :equind
¥S4is and parscnal :.mxutc:iniu sze too broadly defined,
the 38nCY EAY bave di224culty daveleping quutiena as vell
a8 ei:!a:wtiutm. and subseguently selecting, betveen
qualified canditates. Ccnvarsely, deing toe specific may
cavse vell guslified candldates to be eliminated frea
cczsidezation. In mzzary, the hiring autberity zuat be

actively izvolved in tbs defizition of a positicn's hiring
eriteria. ‘ '
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3. Velght o gach Mizimg cviterdy.  THese veighta sheuld

reflect the celative ‘lzportance of - each criteria “to
scceptatle job performance. '

‘. ' - 1 'O‘ )
Zorm. Tha ltiring eriteria for sach positica xust de

documented pricr to the ccnduct of any ‘S:ﬁtlfvlm.

"The interviev guasticznalre vwill Dde tsed to 'cuiu 3011
':meiﬁnu Vhe ars bo.r.; tztezvisved !ot & particular pooit!on.

I..u—viu quutiou derived from the 'der.t_ i12ied X3A‘'s and
perscnal characteristics stevld alse, to the extent posaidle,

~zeferencs the position‘s major duties.

1. Sosmen tvpes of hiring crituris and the development of

related ixtezrviev guesticns are riefly suz=arized as-
follevs: '

[ YN - Ay ) 4

— Jssess vhether the candidass
‘bas the required level of Jod Xxcvledge that s doth
sesantial to Job performancs and :cutitutn ths zinicwm
-wvhich zust be kzowva prier to entering the positilon.
Deterzine the sxtent to Vh'!r.ﬁ the candidats das, i
face, nir perferzed the major dutiss of zhe poﬂ:ioa
for vhich a/he {8 applying. Thess quutiou sdovld eul~
vith the more tecknical aspects of the poution. K14
basic lmevledge that is  sssintial to. emable  the

candidate to Jearn the Job vithia the allotted |
prebaticzary tizeframe. Sizce this level of detailed
infermatien zay be ¢ifficult te ascertain from the
canéidate's application, such questicns are critical for
these technically crimntsd peaitions vhbere very apscific ‘
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akill and/er exjpeziezce 18 requized, - During the a;tul

“iprerviev, it s apprepriste fer the intagviever 'to

picbe furtter, as nscessary, to evaluate the cazdidate’s
quality and level of experience.. Conclse, detailed
notss should suppeTt Ay lubuq'.:ent relianes o3 p:iot
axpsrisnce 48 & Deans of di'!e:mtiuiu Yetveen

camdidetas vhe vould othervise  eppear to  be

substantially sgual.

xdpcasion, Teqlring p2d !n:i £xiilg — Dcumho ¥ §

" the cantidats bas the pscessary eduestion, trainisg, wad

special sxills to leam and/ecr parform the zajos ¢utias.
a8 reguized,  Ask about any specifie cou:lmrt.
szalzizng progsazs, and special akills wvhich aTe
.ccmido:.d'duiublc for the poeiticn.

A3ty - Ivaluvate vhether tha candidate pessesses “the
“1avel of atility requized teo effactively perform the

zajor dutiss, 4dilitles, and thelr relative ixportancs,
gsnszally vary suvbstantially tased vpon thes nsture and
Jevel of the jpesiticn. TRe T 1 eoinonly required
atilities include predlan-solving, sral/vritten
cozanications, lsaderskip, fnterparscnal r.olat_icu'.

Pazacnal Crarsctezistica —— 7o the axtent possibls, the
sizple noting of »izpressicns” DY the intarviever should
be avoiced. It ia, bYovever, appropziste to sk
candidates to demcnatzate thelr spplication of the
zequized psrscnal dunr.u:insco in tarms of meam
icb-rslated dadavicrs.

pillirgreng — TeT thoae positicns with fev or cnly very
dasie cinizum teguizexents, 88 vell as fer Jjobs with
scze \mpleassnt or zonotonous vorking conditicns, the
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Blring actderity/ isterviever sheuld prepars qnuti.eni
vegarding the candidate’s oderstanding of, asd
viliingness o pezform the majer. ¢uties, The cutlining
and detailsd diaclcww of dutiu and vorking cenditicas
in this comtext vill aarve as 3 zealistic Jed p:oviov

for tha candidate and may aid iz self-selaction.

3. Revisy iztarviey ciessicnm. The fo1lcving guidalinas sbould

be

used ia the davelcpment and evaluatica of oepecitic

izterviev questicnss

b.

€.

d.

?.

Questiczs should be sccustse, coxplete m‘ sasily

trdezateed. The need 0 clarily qussticns duriu ths
intsrviev for cartala c;m:i_duu reduces standardizaticn.

Questiczs zust de clearly and strictly Joh-relpsed, and
zust e ‘dize:tly 1iz3sd to tie positicm's major duties.

Questions -must focus om  the KSAs and persocnal
cSazacteriatica Dacessary to perform the Job a3 micY.

Queaticns u:eﬁld ;-f‘l-c:, as Teazly as possidls, ths

contant of the specitic po'uticn for vhich tde candidate
13 deing intervieved,

%0 izczeass Job-Telstedness, gqueaticans sheuld bo_o_nnil ’
ia terzs of sazple positica cuties, and abeuvld bda
designed. to slicit izfcr=aticn on Job-related Tehaviors.

Qussticns should be geazed to the tpp:oprhto complaxity
level of the Job.

Questicns zust bde uxonny zsviaved to eliminats any
poasitls ac:uutica of partisn uﬂunion o suUpport.
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D. Sﬁndnﬁ:_:hg_lnxszzil!

1.

a.

m_gmn__ﬁuimi_cm WVhatsver ine sctual duun of the
.ntonicv. :8e interviever rust mot ask any - qussticns
cencerning pdli:icil 222¢tatden (or any questicn VRich
ceuld de cezstrued as sucd). "vtoliticuu-tnnud topics
that ars to be aveided includes o

« Political affiliatica;.
o Political contriduticns}
+ Folitical sponsorsbip or r-ccun-ndntien; and

In acéitien, it rust be zade clear to the interviever that,
if the candidate volutteers =zen-Jod-related {nformatien
tbeut pelitical topics, 8/2e should de interrupted .and the

interviev sdculd ta directed tovazd cther tepica.

!snn.in_n_n_huig_um fer tonﬂu:tiu
szpleynent izterviev,

ths struciuvred

.. Pt the candidate at eass and duild rapport.

Y. QIxplaim tha prrpese of the Intarviev,

" €., Provids a brief cdescripticn of - the positicn and

irpertant corganisation charectaristics.

d. A8k 20 pre-estadlisbed interviev gquesticns contained da
the . qusaticmnaire and taks netes om the candidate’s
Tespezss to each question, allcving the applicant te
crgazize bis/ber ova axperisnces, and to speak vith.
apentazsity to  reveal :oiovnnt infermation, The
intarviever sheuld prebs for axpazsion and clarification
of candidate respcnses to cdtaln adequate inforaatioen
foz tho evaluation of the candidate md. ult.utcly. t!n
nzpleyucnt decisien.
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8. Aftar you Tave cczplated the queuicnmin‘.. izfora ke
candidate vien :he decisicn vill be made, and sek
. vhether s/be bas azy questicas.,

~ne birizg autderity vill cftan use otler naluuiea pethods ia
adéiticn to pcucui iztervieva. !:.u:iuuea of perforzance -
reccrds for curract cpl:’yiu'md vork sazple tests and Jod or
comzumity sesvica rrlated Telerences veuld be axazples of bthc:
legitizate u:u:_;!:u devices, ' '

The sgency cust dave Az =3 +4 1 BB
111_;_;:;1111141 tztervieved for & particular positiem Yased upen

‘tte pn-uubnuh-d iring criteria, Interviev ‘questicznaire and
ueriu of tde cazdidata’s :upc-.nu to each gussation, by
sazking candidates uu:ciu are previded cone zessurs to furthcr
“aiatizguish Yetvesn nqmlly qualified candidsates.

It 4s izportant to ncte that 3hare ds ne recuiramsnt fop

pgemcien %o Rire dm citk créax or to Rhire ‘s particular

cacdidate. It s not the intect of the preceding policles ang

pxcccduu to mandate agency erpleyzent decisions, btut to .

p:cﬁdo a ccnsistent, falr, and ctiective bDasis to sssure
cozpliance vith Rutan as vsell s the mpioﬂut'ef fully .

qualified ezployses.

1V. DOCIMEFTATION OF DIFLOTMENT IZCISICNS

Adsguats focumentation of expleymast

¢ecisicns 18 a criuulb

eczpenant of the Rxuiad :c:pi!u:u progzas. Although thare {s scma
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latitude '3 cthar aspecis of he previcualy descrided c:x:loncge'
policies and “precedures, spcies =N szictiv adver shed

- wdvogm & L

The tiring wib_oxity is _:zq:i:tﬂ t0 px.e'vidn the folloving
docuzertaticn cn esch candidate iztsrvieved: - '

1.- An szmm vtl'c.hfb:i.ofly lmxiul. the
candidate's crespezses and aasigns & rating  for ssch
quastica. '

2. A sanditare evimation forn fncluéing comments reflecting

the Yiring autherity's »ssesszeat of the candidate's
. qualificaticns against esch criteria,

In sope cases, it nay not de nuhur; to evaluats the undidu'o

" against all of the tiring criteria. 19, for exacpls, prior verk

wperieats or Yasde akills are mc:cpubio.' the hiring
 autherity zay decide that further svaluation of the candidate

veuld de peintless. In such cases, docuzentatien nesds to be

previded cnly for these criteria sgainst vhield the caxdidats vae
e?!lﬂltl‘.

3., Decumenting ard Yling tha Rxslcvrent Degislon
The hiring sutherity xust ceoplets 4B srploveent deciadon form
pricr te the axtezsicm of the xpleyzent offer, that provides,

at a mizimm, the felloving informatiemt

1. The caxdidate. to dYe hired and the ;oaitibﬁ puzber 'bnﬁ:;
£411ed. S
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Juizi!iﬁazicn for tha decinsien o RBlire the “cclqcicd
cazdidata, This Justificaticn zuast clearly. explain the
reaacn(s) for hi:in( the ielz::ed.:nneidatn and ptov;do'a
geseral statezest ccrparizg the ‘selected camdidste vith
otkers vho vare iztervieved.

cand

2o be ccnsidered approepriate,
this Juatificaticn zust be Job-ralated. In additiem, vhere

' the ctandidate selected i3 cne vho did ot zecsive ‘the

a.

4,

Tigtent acors,; &8 juaii:i:;:icn'-hcnld ve sufficiently vqll_
docuzezted 86 as to be avblect to verificaticn snd allev

izferences to ba drava as to Vky cns candidate vas ugl-:z;‘l
cver amecthar, . ‘ -

ﬁﬁo date fhc fcrn vas coxpleted,

"he agancy rust xalztain an up-to-date, chromolegical file
of e=pleyzent decislon ferma a8 vell as  the candifate
svaluaticn fetms and ccrpleted 1ntn:§£¢v_qunqticu=a£:cl for
and 211 intervievs cczducted, I3 adéitiom, & copy of the
poaiticn descriptica and zmaler 'ruupcnaibilltjoo zuat. de
inclvdsd fer sach fi1led position. Bach fils must de
ladeled Yy tha poai;ion puxber, title, and dats of che
sxployzent declslcn. '



