Overview of Selection Process, Tips and Unconscious Bias for Interviewers



Purpose	The purpose of the selection process is to find out as much information as possible about the candidate and ultimately select the best qualified for the position.  The selection process includes the following:

· Employment Application Packet (application, supplemental questions, resume)
· Performance History with the District (if applicable)
· Panel Interview
· Exercise(s) or Examination for position (if applicable)
· Reference Check



Interview	The purpose of the Interview is to determine the following:  
· Does the candidate demonstrate essential knowledge, skills and abilities required for the position?
· Do the candidate responses match the District culture and values?
· Does the candidate express goals and aspirations?
· Who is the real person? The inner person?  Attitude and approach to work?  
· Will the candidate join the team and the vision/mission of the District?
· Does the candidate demonstrate technical knowledge and experience needed for the position?
· Does the candidate demonstrate leadership in responses?

· This is a structured oral interview.  It is a conversation with a planned format and a panel of four interviewers:
· Human Resources (1)
· Management (3)
· A higher-level position than the vacancy may participate as a panel member in place of a manager, if approved.
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· Behavioral and situational questions are designed in advance.
· These questions provide information about candidate behavior for the interview panel to determine if the candidate has the essential knowledge, skills, and abilities for the position; How the candidate applies those to be successful in the workplace.

· Follow-up questions unrelated to the response provided by the candidate must be done for all applicants.

· Probing questions and clarification questions as part of the conversation to gain additional information from the applicant response are appropriate.
· These types of questions do not need to be asked of each candidate if they are in response to the candidate answer to a panel question.

· Any type of questions asked by the panel of interviewers must be legal and non-discriminatory under the law. Some examples of unlawful questions include those based on these protected classifications:
· Age
· Race
· Gender and Gender Identity
· Sexual Orientation
· Marital Status

· Notes about candidate responses must be specific and objective with no assumptions made.
· Support interviewer ratings with specific statements 
	made by the candidate
· Reflect candidate responses not rater’s opinion
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· Candidate paths to obtaining the essential knowledge, skills and abilities for the position may vary.
· Be open to experience from multiple positions and different fields.  Remember the application is the first step in our process, so it is important to look beyond the application packet, including the candidate resume.

· Remain focused on the essential knowledge, skills, and abilities that the District has determined and how the candidate has applied those through their responses to the panel interview questions.

· Can the candidate do the job?

· Based on their responses and prior experience, will they do the job?

· If the candidate has not done the job before, what qualities, knowledge, skills, and abilities demonstrated in the interview process have they obtained from other experiences that make the case that they can do the job?

· Give candidates the benefit of the doubt and assume what they have done is great before assessing them for the position.  

· Do not let a first impression of a candidate impact your assessment.  Panelists must have facts to support any review of a candidate from the interview.

· During the review of all interviews as a panel, panel members must present evidence to support any assessment/review of the candidate based on candidate responses. 

· Terms such as think, like, dislike, fit, anything about personality, emotions, hasty judgements are not the correct filter without facts from the interview to support the assessment.
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Awareness of Bias in Hiring Process

Interviewers need to be aware of bias, including unconscious bias in the hiring process.  Be aware of the hiring criteria for the position to stay focused on a fair and objective process.
Common Bias in the Hiring Process


· Leniency/Strictness Bias: Occurs based on interviewers being lenient, while others are critical and demanding. This bias can raise or lower the scores of a candidate.
· Halo Effect: Occurs when the interviewer lets one favored qualification, trait, or experience influence all other factors. This bias can result in a high overall performance rating of a candidate.

· Horns Effect:  Allows one disfavored qualification, trait, or experience to take precedence. This bias can result in an unfair low rating of a candidate.

· Similarity Effect:  Occurs when an evaluator rates a candidate based on characteristics the appraiser sees in themselves; favoring candidates who are physically and professionally similar to them.
· Appraiser Biases:  Occurs when an evaluation is based on individual demographic differences.
· Primacy Effect:  Occurs when the “first impression” of a candidate by the interviewer plays a role in the performance rating of a candidate.
· Contrast Effect:  Occurs when one candidate ranking is based on the candidate ranking relative to others in the group.  In a group with a number of outstanding candidates, it is difficult for an average candidate to be picked as number one, but in a group with less than outstanding candidates, the average candidate may stand out.


