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STRUCTURED INTERVIEW GUIDELINES

Intreoduction

The interview i1s ar important part of the selection process. Many
applicants are denied employment as a result of interviews which were
conducted iz a diseriminntory manner, end as & result, many complaints
of diserimination are filed elleging discriminetion on the besisz of
pre-employment, nen-Job-releted imguiries. Ineppropriste inguiries cro
those which the answers——vhether or aot so intended--would tend to lizit
e person's employrment opportunities becsuse of their race, religion,
nationel origin, age, maritel status, sex, physieal end mental hencicep.
Ancther aszect of the Intervieving process is proper decuzentation.
Without proper documentation, objective eveluations of applicents nay
be difficult when finel selections are made.

Therefore, the Depertzent of Personnel, in keeping with Its comit-
mens to equal employment oppeortumity for all employees and applicante,
and o establish occeountability emcng the eppointing euthorities, hes
developed the "Structured Interview Cuidelines” to be used wnifcrmly
throuchout the Stete. It is impeortact that the perscenel responsible
for interviewing epplicents know how to conduct Joh=related inserviews.
Also, equally es important is for the interviever{s) to know the anffirma-
tive acticn posture of the department/egency. .

The meterial conteimed in the guidelines, which is comsistent with
Federsl and Stote Laws endé Fegulations regerdéing selection decisiorns, is
desigred tc provide the interviewer with infermation es to how te conduct
a non-discrimiratory Job-related interview, and provides the mechanism
for proper documentation.

?5: rurcher information, ceoatact the Divisien of Zquel Exployment
Cpportumity et 225-U793.



STAUCTURED INTERVIEW GUIDELINES

O3JECTIVES:

1.

2.

To eliminate potentielly discriminatory practices vhich
may oeeur during the interview process,

To encourage uniformity in conducting Job interviews
throughout the department/agency.

To enhance awvereness of high rizk pre-employment inquiries
and how they may become ceompleints of alleged diseriminetion,

Te provide a pmechanism for documenting the results of an
serview,

To conduet Job-related interviews.



STRUCTURED INTERVIEW GUIDELINKES

Directions for the Interviewer(s):

Pepd all the meterials carefully prior to en Interview.
a. '"Checklist for the Interview"

b. "Pre-Emplerment Inquiries"

¢. "Interviewing Applicants”

d. "Suggestions for Conducting Interviews and Selecting
Applicents" o

Documentation: Form I iz <o be completed for each applicant
interviewed. When cocpleted, Forms II-A,3 will show the
necessary dete for ell epmliconts intervieved for the same

position.

Forms I, II (4,B), and III are kept on file by che appointing
authoricy.



STRUCTURED INTERVIEW GUIDELINES

SUGGESTIONS FOR CONDUCTING INTERVIEWS
AND SELECTING APPLICANTS

I. Select an Interview Panel.
A. Represented by race and sex.
B. Brief panel members on how to conduct an interview.

C. Select someone to monitor the interview {optional).

II. Maintain a Structured Format.

A. Determine in advance what areas you want to cover.

B. Discuss the same areas with each person applying for
the same position.

C.- Decide what form of questions to ask.

- D. Control the interview.

III. Interview Errors to Avoid.
A. Prejudgment.
B, Prejudice.

C. Stereoctyping.

p. The "Halo Effect" (allowing a single prominent
characteristic to overshadow all

others. It may be a major positive
or a negative trait}.

Iv. Making the Final Selection Decision.
4. Affirmative action goals.

B. Consider the evaluation criteria included in the
rchecklist for Interviewer,

C. Complete the Egual Opportunity Personnel Transaction
ZZ0 Review Form. Complete in detail sections One (I) through

Five (V}.

n. Forward Interview Panel rating sheets and the EEOQ
Transaction Review Form to the Department of parsonnel, Military
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Department, Fifth Regiment Armory, Baltimore, Maryland.

NOTE: Interview and Hire Positions. The Hiring
official will complete the EEQ Transaction Review Form and
forward to the Military Department Personnel Office prior to
notification of employment is made.

E. The Military Department Personnel Office will forward
all EED Personnel Transaction Review Forms to the State EEO
Program Manager for EEO review and recommendation.

_F. within three (3) working days the State of Maryland EEOC
Program Manager will forward the Transaction Review Form to the
Personnel Director.

G. The Personnel Director will notify Hiring Official of
approval of selectee or the re-institution of the interview
process.

H., Upon notification by the Personnel Of ficer the Hiring
official may notify the selectee of position acceptance.



10.

CEECK, LIST FOR THE INT=RVIZW

Frepavine for the Interview

Has a loceticn with sufficient privecy been otiained for the intesview?

Tave T obtained sufficient information sbout the Job to be fillec?

Bove I deter=ined gné defined the irportant factors to be measured?

If o prepared reting form is used, have I femilip~ized myself with 1t?7
Zave I decided on the type or <ypes of interviev quesiions to be used and
+he eress to cover for all cendidetes?

Zave I leerned vhe® the other selecticn methods used are insenéed to mepsure?

Hove T determined which of the faciors to be meesured have alreedy been
well measured by +he other selection methods used?

Epve T reviewed the resulis of the other selection methods =0 determine

perticuler points which should be emphasized during the interview of
each applicent?

Have T obizined cues from the results of the other selection methods
which w21l eneble me to petiern the interview in such o way 25 nct to
be mizled in ry Judgment of ability to perform the Job by such things
s high verbol ability?

Heve I refrained from désewing any premature conelusions ebout the cencdideote
besed on review of +<he other selection methods?

’ Conductine the Intexrview

Did I refrain from making eny Judgment about the cencidate fruring the
firgt few minutes of the interview?

Cid I put the cendidote ot eese? Was I able to esteblish rapport?

Di& T pause after tke condidate seemirgly finiched = rezerk tc give
him/her & ckence to talk further?

Di¢ T oceosionelly repeet parts of the key sentences of the condidate
in & questiozizg ifome to secure elsboraticn?

Did I =2ck one guesticn et e time?

Tié¢ I make my gquesticns clem»?

Tid T eveld wording cuesticons in a zenner to suggest Lthe enswers vanted?
Tié¢ I appear irierested In the cerdidate, giving = fu1l attention?

Tid T eveid esxprescing epprovel or disapprovel of the candidete?

924 T evoid inciesting my ova atititudel



11. Did I use lengumge eppropriete ic the cendidate? DTid I eveid or explein
govercment Jurgon?

12. Tid T leave difficuli quesiions until well along ir the interview elter
repport kad been established?

13. Did T pllow the cancidete <o digress brielly without abruptly retwrning
Lim/he= to the poinit

1k, Did I talk the minimem amount mysell?

15. ©DTid I control ithe directicn of the interiew affpotively?

16, Did I obtain meximum information on eil relevent points?
17. Did I feliow-up lends?

18. Did T spend most of the time exploring erees on which information could

ne+ be obtained es well from other sources (e.g., reference cheeks ) ?

12, Were Igterpretaticons, explanations, and judgments concerning the Tacts
of the eprlicant's persopnal history discussed?

20, Did I teke notes of imporiant poipts?

21 Did T avoid “aking noies vhen the candldnte wos upder strees?

ny
0

Did T observe the voice ond other monmerisms of +the spplicant as well
ps vhe: he/she seid?

23, ©Tid I give +he candidete an cprortunity to esk guestions?
a2k, Did T enswer guestions truthiily?

25, Did the cendidete leeve with a feeling of having hed ez cpportunity
+o do kis or her besti?

Typluptine the Applicent

ot W

b Yeve I avoided coming to ccaclusicms Telore T heve fully epelyzed ell the
information?

2. Fave T mede an effort to conirel Thelo affeet"? Epve I separately mnalyzed
sha imfprmation relevant io eeck facticr?
2. Eeve I avoided stereotyping and cTar-generclizaticn?

L. Heve T looked et “ke candidste in fer=s of his/her growih pesentinl iF

+kis is relevant to the Job?

5, Esve I aveided prejeciing my ovn preferences and perscnelity Into ik
reting?

£€. Eeve I considered strengihs as vell es vecknesses?

7. Eeve I avolded érewing conclusicns tosed on verzeal fluency elone?

o
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8. jre the resing stende=és I heve used appropriete for the specilic Job?

o. Eave I teken izso comsideration explenetions of fects and not Jucped to

coznelucicns?
10. Heve T recopnized centradieticns and geRs in irformatica?

Ecve I peid edequete etiention to the voice, the mopnerisms, enc the
isntiens of the epplicert and tekern them Into copsiderosior in rating?

hesitotl

P il s =

Have I taken ell infcrmation imto sccount In meking oy r=iling?

12.

3. If T an to make the determinatlon es tos whether or not the cendidete
should be referreé to the hiring officiel, heve I integrated interview
{nforratior wiih ell thke other information pveilntle etout the cenélcete?

Sgusce: Adepted frem tke ULS. ffime of Ferscanel Monagement,

ey York Feplenel Treining Cen=or/iivin Lederman, Consultant



PRE-EMPLOYMENT INQUIRIES

The Equal Tmployment Opportunity Ceommission issued guidelines on
lewful erd unlawful pre-employment inquiries. Even though the guidelines
refer to application forms, many of the pre-employment inguiries are acked
during the interview. According to the Tquel Employment Opporiunity Cermissicn
"Pitle VIT of the Civil Rights Act of 1964 does not expressly prohibit
pre-employment inguiries concerning & Job applicant's race, coler, religion,
or nationel origin. The legislative history of the statute is silent
as to the Congressionel intent on the subject”.

"Although, Title VII does not make pre-empleyment inguiries concesrning
race, color, relipion or netienel origin per se violations of lew, the
Cormission's responsibiliiy to promote equel employmert oppertunity ccmpels
it to regerd suck inquiries with extreme disfavor. Excert in those In-
frequent instances where religion or nationel origin is a bona fide
oceupntional quelification (BFOQ) reasonably necessery fer the performance
of & particuler job, en epplicert’s rece, religion end the like are
totelly irrelevent 4o his or her gbility or guelificetions es o prospeciive
employee, and no useful purpose is served by ellciting such inforzmation.
me Commission is else mindful that such inguiries trediticnaelly heve
teen used to deprive individuels of employment oppecrtunities anc to
diseriminate in ways now prescrited by Title VIZ. Accordingly, in the
investigation of cherges elleging the Cémmission of unlawful ercloyment
practices, the Commissien will pey particular etiention te the use by
+he perty ageinst whom charges have been made of pre-exmployment inguiries
concerning rece, religicn, color or netiorel origin, or other inguiries
which tend directly or inédirectly to éisclose such informaticn. The lact
thet sueh gquestions are asked mey,unless otherwise erplained, constlitute
evidence of discriminsticn, and will welgh significently in the Cormission's
decision as tc whether or not Title VII hes been vicleted."

"Pre-e-ployment inguiries which are mede In conformence with instruczions
. from, or the requiremerts of, en egency or agencies of the locel, Stote,

or Federsl Goverument in cormnection with the administration of a JTair
employment prectices progrem will not constitute evidence of discriminaticn
under Title VIIV.

The following is a list of pre-erployment questlons %o avoid es
putlined by the E.Z.0.C.:

1. AGE? DATE OF BIRTH?

The Age Discriminaticon In Empleyment Act of 1567 {2¢ USC-621-3h)
prehibits dicerimingtion on the basis of age ageinst individuats

“ho eve tetween the ages of L0 end €k, inciusive (amended 1978 (Lo-TO}).
A majority of steztes slso heve lews prohibiting ege dlserimingtion.
Thus, the answer to this questicn cculd be used unlawfully.

2. ARPESTS?
Considerstion of arrest recerds is almost certainly unlewicl.

Ain evwest 15 mo indicetion vhatsoever of gulls, end kissorically
minorities heve suffered proportionetely more erTestis then others
(See Coxter v. Gellegher, 451 F. 2ed 315 ( 8th Cir. 1871} and

Gregory v. Litton Systems, Ipe., 316 F. Supp. Lol { €.D. Cal. 1570}1}.
8
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sar dlserirination in the considerstion of arress records.

See £0-2.24(a) (3) of Revised Order No. L (L1 CFR-60.2), estab-
1isking stendards end guidelines for the effirmetive ection
progrens required of government conIractors.

AVATLASLE FOR SATURDAY AND SURTAY WORKZ

This guestion mey serve to discourage appliceticns from persons

of certain religions which prohibit their adherents from working
on Saturésy or Sunday. On the other hané, it mey be necessary to
¥now whether an epplicant can work on these deys. Section T0L{3)
of Title VII, &5 amended in 1972, prohitiss diserimination on

the basis of religion and defines relligion =oO include "all espects
of religious cbservance and pracsices, as well es belief, unless
an ecployer demonstretes +kat he is unable
to an employee's or prospective employee's rellgicus observance or
practice without undue hardship cn the conduct of <he emzlcyer's
business". See plso "ZEOC Feligious Discriminetden Guidelines,"
20 CFR 1605.1. If this kind of questlon is asked, it would be
desirable to indicate that a remsoneble effors +Z1l be meée te
acecrmodete to the religious needs of employees.

CETLDREN URDER 187 NUMBER OF CHILDREK? AGE OF CHIILDREK? WHAT
ARRANGEMENTS WILL YOU MAKE FOR CAFE OF ¥ITOR CHILDRZN?

The purpeose of these quecticns is to explore whet +he emzployer
helieves to be s coxmon source of ehoenteeicm ané tarcéiness. Eus
vhy esplore this aree iv such an inéirect wey, and In a wey thet
applies only to wemen for p1l practicel purposes? There core 4
mumber of cormon ceuses Of absenteeicm gnd terdiness which effect
botk mer end vomen end which would be wortty of exzloretion i
+his iz & met<er of substantial concern o the exmployer. The
U.S. Sugpreme Cours has yuled thet in the absence of proof of

business necessity, Title VIT prohibtits en employer Irom having
+ther for men - ench heving

one hiring pelicy for wemen and 4no
pre-school sge children. See Phillips v. Martin Marietta, LOC
U.5. sk2 (1971). It is also important to note +hnt ony selection
procedure which bas an aéverse effeet on persons with dependent
chiléren will affect mincrities ené Catholics more than others,

since +they have, on the averege, meTe ghiléren,

CITIZEN OF WEAT COUNTRY?

The Cormission has edopted fuidelines on Dissriminatlion becsuse
or Tational Crigin (29 CFR 1606) which contzin the colloving
gipterapt: 'Becnuse diseriminetion or the basis of citizenship
hps the effect of discririnaiicn on the bacis of naticrel origlin,
e lewsully ircigrated elien who =5 demiciled e¢r residizg in this
country mey rot be diserimineted ageinst cn the besis of his/her
citizenskhip", except rursuani to rationel security requirements
required by a federel gtatute cr executive order. AL least

ore faderal coust has expressly agreed with this prelysis (Guomen
«. Tolich and Eeneéict Constructien Co.,--F. SUPP.-- oF=D 10,156
(C.D. Calif. 1970) and cne hes disecTeed (Fszincza v. Fareh Mg,
Col, 313 U.S. 811 (1973)). Im adéition, tnis ouestion asks what
country +he zzrliecart is a ¢
on +he tasis of perticulor pasicnel exigin.

=0 repsgnebly accommodate

itizer of, <hus permitiing diserimineticn

9



10.

CONVICTIONS (OTHER TEAN TRAFFIC VIOLATIORS)?
Mg +he externt that this question implies an ebsolute bar to the

erployment of an epplicent who has a conviction recorc, it is
probebly unlewful. Eee Certer v. Gellpgher, supra. (see puge
00). This is becauce scme mimority groups in our society have
corviction recorés substentiezlly in excess of the everage, teking
{rto considerstion their relative nucbers and the extent of their
Meriminpl® petivity. On the other hand, an exmployer probatly hes
+the right 4o exclude persons who have been cconvicted of certmin
of fenses from certein kinds of Job, at lemst if this I1s done on

o coreflly considered besis. To evoid frightening off gualified
epplicents who have irrelevant criminel records, the best preciice
wvould be to oktein conviction informetiorn through local pelice
depertments rather then f{rom applicernts. IT this is pot possitle,
the erpplicetion forz might state thet the existence of 4 criminel
recerd does not constitute en sutometic ber to employment. In
eddition, eech persomn who will eveluate inforzmation concerning

]

cririnel records chould be given cereful imstructicns es to 1is
limited usefulness.

CREDIT™ RECORD: (CEARGE ACCOURTST OWN YOUR OWR HOME? OWKR YOUR
OWH TURFITURE? OWN A CAR?)

Becouse minority persens ere far poorer on the average then whites,
consideretion of these factcrs hes ar adverse effect on minorities
end is probebly unlewful unless required by considerations of
business necessity. See CD 72-0L27, CCH 6312. The U.S. Depariment
of Labor hes alsc recogrnized the petentiel fer giserimingsion in
the copsideration of credit records. GSee Revised Order Fo. & (L1

. CTR 60-2.25 (&) (3)) esteblishing standerds ené guidelines fer

effiv=ntive petion programs required of goverrment contracters,

EYES? HATR?
Tye cclor and heir coler are not related tTo the performance of
any Jot end mey serve to indicate an erployee's race or religiern.

TTDELITY EOND EVER REFUSED TO YOU?

This question presumably represents en ipdirect effoxt to find
flawe vhich mey exist in en individual's past. Tae gifficulty

th this meens, however, is that a fiéelity boncé =ay be denied
for totally arbitrery ané discriminetory reasens whizh the inéivicuazl
does not= have an adeguete opportunity to kacw of or ckallenge.
Thus this methcd of ascertaining an ipdiviéuel's pest bistory
sheuld be drepred in favor of scme other zethod which is net so
1ikely <o be ipfected with bties. The Veryland Commission on
Femen Peeltions hes issued en order prohibiting e extloyer from
esking atous bené refusels because of +the diserizinctory impect
+his kind of guesticn may have. See CCE 50LT.

FRIEDS OR RELATIVES WORIING WITE UST

Tkis cuestion mey reflect for friends of =pletives of present
ermleoyees. Such a preference world be unlawful i it hes the
effect of reducing employzent orpertunities for women or minorities,
T+ would have this uplawful effect if present work Ifcree differs
sigrnificently in its proportion of women or minerities frca the
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_population of the aree from which workers are recruited. This

ques=ion mey elso reflect e rule that only one parner ir 8
porripge car work for the employer. There 15 o groving recognitieon
thot such & rule hurts vomen far more coften then men ané zhet

the rule serves no necessary buciness necessity,

CARNISEMENT RECCRD?

In Jokngon v. Pike Corporstion of Americe, 332 F. Supp. Lop

(c.D. Celif. 1971), the court ruled that an exployer viclated

mitle VII by discharging e black e—ployee because his wages had

been gernished severzl tizmes. This district court besed its
conclusion on the rensoning of the Supreme Court's testing reling,
Griggs v. Duke Power Co., LO1 U.s. L2k (1971), end on the gistrict
court’'s findings that minorities suffer wvage gorishmenis sub-
stantielly more ofien than whites, and that woge garcishments

do not effect & worker's ability to perlor= his/her work effectively.

EETIGHT? WEIGHT?

Some employers have izposed minimum height or welght requirenents
for employees which ere not releted to the Job %o be performed

end which have the effect of excluding ebove-aversge Tercentages

of vomen and members of certein nationality groups. Unless neight
or weight is directly related to o job reguirement, thece questions

ghnuld not be asked.

LOWEST SALARY WILL ACCEPT?

Women generslly heve been relegated Lo poorer peying Jobs then

men, and have been peid less than men for the some work. As e
»asult of this diserimipetion, & women might be wiliing to work

for less pey ther e men would find accepteble. It is urlawful,
however, to pay o women less +han e mern would oe paid because

of ccmmuniiy wage petterns which ere based or discriminaticn.

See Hodgson v. City Stores, Inec., 332 F. Supp. oLz (1.D. Ale. ZET1).

VATDEN RAME?

This is not relevant to & perscn’s ability to perform o Job end
could be used for a éiscriminstory purpese. For exacrle, & women's
naiden reme might be used as en indicetion of her religion or
nationel origin. This item slsc constisutes an inquiry into
marital status which is éiscussed below.

- MARITAL STATUS?

Seze employers have refused %o hive a merried wemen for certein
jobts. Meost eirlines, fer eza=ple, refusec for many Yeers 1

permit 8 married woman to be & flight attendsnt, +hough other
erplcyees could be mexried. rhis practice wes held to vicizte
T4+le VII of the Civil Righ®s Act of 156l in Sprogis v. United

Alr Lines, blk F. 24 1194 (Tth Cir. 1971), end the Z.E.0.C.
Guidelines on Sex Discriminaticn (29 CFR 160k, (2)) expresses

the seme econeclusion. It would alsc viclete mi<le VII for &n
eoployer to refuse to hire 2 —prripd woman or poy & merried

women less than e warried men for the same werk because the

woman's ey represents a second income while <he man's dees

net. Fizally, en employer coulé not refuse to hire o nmerried
wemen for ary Job or for s perticular Job because ef the exployer's



16.

i7.

lat

12,

20.

21.

beliefs concerning mornlity for fexily responsibility.

ME., MIES OR MBS.?

This is sizply another wvay of esking the epplicant's sex and
(for women only) merital simtus (see No. 15). EIven asking ac
ppplicant's first neme normelly serves zo other pre-exployment
purpoce than to indicate the gpplicent's sex.

PRICR MARRITD NAME?
This question asks, in effect, vhether an individuel has been

diveorced. Iy it's meture, hovever, it asks this guestion only
of wcmen becpuce only a women chenges her name on merriege.
Thus, the quesiion is diseri=inatery unless the employer must

heve the information for purpeses of rre-employment investigaticn.

SEXT

m™+le VII prohibits discrimination in employment on the basis

of sex except in the few instences in vhich sex may be o "btone
fide occuretlonel guelificaticn" reasonebly necessery to the
nerzal operaztion of the exployer's business. There are virtunsily
no Jobs which cen be performed only bty cne sex or +khe cther.

For this resson it would he desirable to omit any guesticns
asking the sppliecant's sex frem an applicetion form which is

intenéed for generzl use.

SPOUSE'S TAME?

Te the extert that +his guesticn asks for marital sustus, the
comments on mexital stetus (No. 15) eprly. A spouse’s neme mey
alsc be used as an indication of religice or natiorel origin.

SFOUSZ'S WCRK?

Mo +he extent that this guestion esks for merital stalus, the
comments on me—ital stetus (Fo. 15) epoly. In edéiticn, sche
employers heve teen reluctant to hire a women 17 +het would
ma%e her +the secord breadwinner in the femily, vwherees there is
seldor ary cblection to hiring a men 1f thet weuld make hinm the
second bresdwinner in the faxily. Such e policy Is unlewrul
under Title VII and other norn-discriminetion lew.

WIDOWED, DIVORCED, OR SEPARATED?

Recent stetistics show that meny more tlack then white perscns
ave either sidoved, diverced or sepereted and thet & ruch lerger
troperticn of women than men in the lator foroe 1s either wicdoved,
divorced or separoted. Thus,this guesticn has a potentiel fer

adversely effecting women end blacks.



STRUCTURED INTERVIEW GUIDELINES
INTERVIEWING APPFLICATTE

G

R I

i}

REMEMSE

Greet the applicart in e friendly, cheerful mammer...
Try to put the epplicant at ease... & few minutes of small telk

i5 nermel and sometimes erxpected but aveid potemitially discriminatory
topies... let the applicent know when the initerview iiself begins...

Begin by expleining your position ané metheds... a little irformation
sbout who you ere... ¥het you do... don't flaunt your position...

Ton't 2iseuss the persen who previeously beld the job...
Cive 2 brief overview of the deper<ment ané the division...

Discuss in deteil the all aspects of the Job... be fordlisr with
the job descripiticn...

Explain to the applicant the stetus of his or her applliceticn...
don't mislead the applicent...

Inform +he applicent how and approximetely when he or she will he

-

notified regerding the finel selection decision...

mal:e notes... be sure to inform the applicant why you ere kaening
netes...

Write notes in Job-related terms...

13
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STRUCTURED INTERVIEW GUIDZLINES

Documenta=ion Forms



FAIR PRACTICE CERTIFICATE

POSITION TITLE, CLASSIFICATION NAME OF INTERVIEWEE SELECTED

The following information must be submitted for each vacancy being filied by entry (ciassified, unclasified, and contrazt) lateral transfer,

promotion or demotion.

- This completed certificate must be retumed with request for placement action. N

1. 1s the selected candidate Black, Hispanie, or other minority?

YES NO

If yes, state which group

Is the candidate? FEMALE MALE

s

Was thare a minority or female on the interview list? YES NO

If yes, explain why such candidate was not chosen.

3. Explain what effons were taken to recruit minonity and female personnel to fill this position.

.4. Provide any suggestions which vou feel would assist in achieving the goals established in the afTirmative action Program.

CERTIFICATION

I ceniify that the above statements and answers are true and correct to the best of my knowledpe and belicf: that no facts
which should have been contained therein have been amitted,

Sipnanere of Ierviewer(s) Date

EQUAL EMPLOYMENT OPPORTUNITY OFFICER
REVIEW

COMMENTS

Srgnature of Ol Date

ATTACH THIS FORM TO SELECTION PAPERS



STRUCTURED INTERVIEW GUIDELINES

Interview Report Farm 1

Division: Classilication:
Date of Interview: Grade Level:
Applicant's Name: Race/Sex:

Interview Panel (il applicable} or Inlerviewer:

Name Tiule Race/Sex

For the Interviewer(s):

List at least five (5) major questions vou plan to ask each applicant duning the interview. Ifthere is an inlerviewing panel,
the five questions will sulfice for the entire pancl. Please write the justification for asking each question. This form is 1o be
completed for each applicant interviewed.

Question I:

Justification:

Question 1I:

Justification:




Question III:

Justification:

Question TV

Justification:

Question Vi

Justification:

Addiuonal Notes:

Completed By:

Name

Title

Date
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V.

- Members of Interview Panel:

EQUAL EMPLOYMENT OPPORTUNITY
PERSONNEL TRANSACTION EEO REVIEW FORM II-B

Position Title:

Division:

Uinit:

Grade:

List of Candidates Interviewed:

MName

A

Pending Candidate for Selection:

RacefSex

Candidale Rating
(if applicable)

Reason(s) for Selection:

Circle Type of Pending Selection:
Priority 1 - Reinstate, Layoll
Priority 2 - Special Optional Eligible
Priority 4 - Open Promolion

Agency Fromotien

Pricrity 5 - Transfer

Rule 13 - Reclassification

Signature/Title
EEO Review:

Recommendation:

Dale

EED Division - Sipnature/Title

Date
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