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OBJECTIVE: To establish a process for the filling of full-time faculty* position vacancies, including 

Probationary (tenure-track) and Lecturer Instructors, Counselors, and Librarians. This 
procedure also applies to the selection of full-time Adult Vocational Instructors, and 
Special Programs Instructors. The responsibilities for the selection process outlined in this 
procedure are assigned to the equivalent positions/individuals in the appropriate 
division/department and supervisory chain. 
 

PROCEDURE: 
 
I. Purpose of the Evaluation Process 
 

The purpose of the evaluation process is to identify the candidate who is best qualified to fill the 
full-time faculty position. This determination is facilitated by a thorough review of experience, 
education, potential, and quality of past performance of all the applicants for the position, with 
all parties involved in the evaluation process being mindful of the responsibilities to provide 
equal employment opportunity to each applicant regardless of race, color, national origin, 
religion, gender, age, disability, veteran status, sexual orientation, or gender identity of the 
applicant. 
 

II. Responsibilities 
 

A. President - The President has the authority and the responsibility to recommend 
candidates to the Board of Trustees for approval; others involved in the candidate 
evaluation process assist the President in making his/her recommendation. The Final 
Review and Selection Conference with the Vice President of Instruction and Workforce 
Education and the Evaluation Committee will serve as the final step in the selection 
process from which the President will send employment recommendations to the Board 
of Trustees. Because of the long tradition and proven success within the College of 
reaching decisions by consensus, the final selection of the prospective faculty member 
will be a consensus recommendation from the Final Review and Selection Conference. 

 
B. Position Coordinator - The Associate Vice President of Human Resources and 

Compliance is designated as the Position Coordinator for faculty vacancies. The 
Position Coordinator (or his/her designee) is responsible for the administrative 
management of the evaluation process, to ensure that the process is conducted in 
accordance with applicable procedures and regulations, including the collection of all 
required position evaluation documentation. The Position Coordinator is not involved in 
the evaluation of candidates. The Human Resources Department will additionally be 
responsible for 
 

 
* Note: The word “faculty” denotes instructors, counselors and librarians. 
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1. Drafting/finalizing the recruitment materials. 
 
2. Finalizing/approving the Evaluation Committee membership. 
3. Developing and subsequently finalizing the evaluation rating form materials. 
4. Recording the completed initial evaluation results. 
5. Conducting the EEO initial and final reviews. 
6. Corresponding with applicants. 
7. Assuring the completion of the evaluation process. 
8. Determining the initial salary placement. 
9. Extending the offer of employment. 

10. Preparing the action for Board of Trustees approval. 
 
C. Instructional Coordinator (or Counselor Coordinator or Head Librarian) - Once notified by 

the Dean/Director/AVP that a position is to be advertised, the campus-based Instructional 
Coordinator will notify the District-wide “Contact” Instructional Coordinator who will call a 
District-wide meeting of the discipline faculty to discuss the proposed specific 
qualifications of the new faculty member, including appropriate oral communication skills, 
in recognition of institutional need and Texas Higher Education Coordinating Board and/or 
Southern Association of Colleges and Schools Commission on Colleges (SACSCOC) 
qualification requirements. The discipline will formulate their recommendation with 
supportive comment, in writing, and address and forward the memorandum to the 
Dean/Director/AVP. The Instructional Coordinator will serve as a member of the 
Evaluation Committee, will review all applications for the position, and will participate in 
the recommendation of candidates for interview. 

 
D. Evaluation Committee - The Evaluation Committee will be composed in accordance with 

the Evaluation Committee Composition Guidelines (reference Section IV. F. below). 
 

Each participant is responsible for the following: 
 

1. Attending the orientation meeting; 
2. Two (2) faculty members of the Evaluation Committee, who are, whenever 

possible, members of the discipline or a related area where the vacancy 
exists will participate in the initial review of applications along with the 
Dean/Director/AVP and the Instructional Coordinator, and will further 
participate with the Dean/Director/AVP and the Instructional Coordinator in 
determining those candidates to be recommended for interview; 

3. The remaining members of the Evaluation Committee will have the 
opportunity to review all applications once the Dean/Director/AVP has 
notified the members of the recommended list of candidates for interview; 

4. Developing job-related questions to be used during the interviews; 
5. Participating in the interview session with each candidate; 
6. Deliberating on each candidate interviewed; however, if requested, the 

faculty members of the Evaluation Committee may also meet separately to 
discuss the candidates; 

7. As a full Committee, completing a Final Candidate Evaluation Form for each 
candidate, completing the Final Candidate Evaluation Composite Form, and 
determining the finalists for the position; and 

8. Participating in the Final Review and Selection Conference with the Vice 
President of Instruction and Workforce Education. 

E. Dean/Director/AVP - The immediate supervisor (or other designated administrator) of 
the position to be filled is responsible for the following: 

 
1. Notifying the Instructional Coordinator when a decision has been made to 

advertise a faculty position; 
2. Upon receipt of input from the District-wide discipline faculty, reacting to the 

recommendation in writing and with supportive comment, as appropriate, 
and forwarding the Position Requisition with the written recommendation(s) 
to the Vice President of Instruction and Workforce Education; 
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3. Recommending current employees to serve on the Evaluation Committee, 
in accordance with the Evaluation Committee Composition Guidelines; 

4. Reviewing the draft of the Preliminary Screening Form; 
5. Ensuring that appropriate questions are developed by participating 

Committee members that are job-related and non-discriminatory; 
6. Serving as a member of the Evaluation Committee, as outlined above; 
7. Reviewing all applications and participating in the discussions about and 

recommendation of candidates for interview; 
8. Notifying all members of the Evaluation Committee in writing of the 

applicants for the position who have been recommended for interview and 
inviting the Evaluation Committee members who have not participated in the 
initial evaluation of the candidates to review the entire applicant pool for 
possible additional candidates to be recommended for interview; 

9. Responding to additional recommendations for interview from the 
Evaluation Committee membership. After consultation with the full 
Committee, if he/she approves that the additional candidate (s) should also 
be interviewed, forwarding the recommendation to the Human Resources 
Department for action. Should the recommendation not be approved, 
forwarding the recommendation back to the committee member and 
informing all other Committee members of the decision; 

10. Verifying required education and experience as presented in the materials 
of each applicant recommended for interview; 

11. Inviting candidates for on-campus interviews; 
12. Developing the interview schedule and notifying all participants, after the 

candidates have been invited for an on-campus interview; 
13. Scheduling a tour of College facilities for applicants participating in the 

interview process, as appropriate; 
14. Participating in the interview session with each candidate and assuring that 

candidates are generally asked the same questions during the session; 
however, follow-up questions may also be asked during the interview, as 
appropriate; 

15. Participating in completing the final evaluation forms and in the determination 
of the finalists as a result of the final evaluation of the candidates; 

16. Conducting reference checks regarding the finalists for the position; 
17. Preparing and submitting to the Human Resources the interview and final 

evaluation materials, including a copy of the questions asked during the 
interviews and results of the reference checks; 

18. Participating in the Final Review and Selection Conference; 
19. Preparing the hiring documentation for the recommended candidate as a 

result of the Final Review and Selection Conference; and 
20. Ensuring that all evaluation documents are complete and returned to the 

Human Resources Department. 

F. Vice President of Instruction and Workforce Education - The second line, cabinet 
level supervisor of the position being filled is responsible for the following: 

1. Reviewing input provided by the discipline faculty regarding the 
recommendations for qualifications; finalizing and approving the qualification 
requirements for the position vacancy; 

2. Reviewing/approving the recommendation from the Dean/Director/AVP of the 
composition of the Evaluation Committee and forwarding the recommendation 
to the Human Resources Department for review and approval; 

3. Participating in the Final Review and Selection Conference; 
4. Signing the hiring document (PAR) and forwarding to the Human Resources 

Department (or approving the decision to re-advertise, or not to hire from the 
applicant pool, as appropriate); and 

5. Ensuring that all required documentation is complete and forwarded to the 
Human Resources Department and that the selection process was fairly 
and objectively implemented. 

III. Confidentiality 
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A. Participants in the process are directed to maintain the confidences of this evaluation 
process, both during the process and after the conclusion of the process. 

B. The following types of information are deemed confidential: 

1. Names of applicants. 
2. Information included in application materials submitted by an applicant; and 
3. Evaluation opinions and judgments discussed during committee 

deliberations, and/or reflected on evaluation documentation forms, and/or 
other intracollege memoranda. 

C. Participants are, therefore, obligated to properly safeguard all documentation and 
information pertaining to the evaluation process.  Participants are further reminded 
that confidential matters are not to be revealed or discussed with anyone not 
officially involved in the evaluation process from the time of appointment to 
this responsibility, during, or after the conclusion of the process. If a participant 
has a question or concern about the process, he/she should discuss the issue with 
the senior administrator responsible for the evaluation process or with the Executive 
Director of Human Resources. 

D. It shall be the sole responsibility of the President's Office and/or the Executive Director 
for Employee Relations to accept any requests for information as well as to release 
any information and/or documentation regarding the evaluation process. 
Certain documents used and/or generated during this evaluation process may be 
subject to release in accordance with provisions of the Texas Public Information Act, 
Attorney General opinions, or other legal authority.  The potential release of documents 
does not relieve the participants in this evaluation process from the responsibilities 
outlined above. 
 

IV. Narrative of Procedural Steps 

A. Requisition - Personnel Requisition is completed by the Dean/Director/AVP and 
processed in the EPCC Café System through administrative channels to the Human 
Resources Department. Requisitions should be submitted as soon as the vacancy is 
known or anticipated.  Note that the evaluation process normally requires 60 or more 
days to complete. 

Annual Recruitment - The recommended annual recruitment for faculty positions for 
the next academic year is the following: 

1. Late October - Submission of the Personnel Requisition forms for the anticipated 
vacancies. 

2. Late November - Announcements released 
3. Late January - Application deadline for position vacancies. 

Committee participant recommendations to the Human 
Resources Department. 

4. Early February - Committee Orientations. 
5. Late February - Initial evaluation of applicant credentials. 
6. Early March - Recommendations for interview. 
7. Late March - Interviews conducted by committees. 
8. Early April - Employment recommendations to the Human Resources 

Department. 
9. May/June - Employment recommendations to Board of Trustees. 

B. Position Announcement - The position announcement is prepared by the Human 
Resources Department and coordinated with the Dean/Director/AVP. Any special 
requirements, to include language proficiency skills, will be included as part of the 
qualifications for the position.  Qualifications for the position, or any preferential 
consideration whatsoever, may not be based on diversity, equity, and inclusion 
considerations, and all position announcements may not contain requests for 
statements of any kind that relate to diversity, equity, and inclusion.  
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C. Announcement Distribution/Area of Consideration - Tenure-track faculty positions 
are advertised nationally. Changes to the normal distribution and area of consideration 
may be made only with the approval of the Vice President, the Executive Director of 
Human Resources and the Vice President of Finance and Administration. 

D. Checklist Dates - The Position Coordinator, in coordination with the 
Dean/Director/AVP and/or Vice President of Instruction and Workforce Education, 
may establish timelines for completing the selection process. 

E. Release Announcement - The Executive Director of Human Resources releases the 
announcement. 

F. Recommendation of Committee Participants - The Dean/Director/AVP should 
provide a recommendation on the composition of the Evaluation Committee in 
accordance with the guidelines below, and forward through administrative channels to 
the Vice President, who will react/approve the recommendations and forward them to 
the Position Coordinator. (Normally, this recommendation is forwarded soon after the 
position is advertised). 

Evaluation Committee Composition Guidelines - 

1. The Evaluation Committee will be composed of a minimum of six (6) 
members, including the Dean/Director/AVP, the Instructional Coordinator for 
the faculty vacancy, and a minimum of four (4) other faculty (or other qualified 
individuals as noted below) from the same discipline, or a related area, for the 
position vacancy; 

2. All Committee members must be professionally qualified to evaluate the 
professional and technical qualifications of the candidates for the faculty position 
being filled, including the assessment of the knowledge, skills, and abilities of 
the applicants; 

3. At least one faculty member of the committee will be from another, related 
discipline and one will be from a different campus from where the vacancy 
exists; 

4. Faculty membership on the committee is normally restricted to full-time tenured 
or probationary faculty members; however, if the vacancy is an Adult 
Vocational or Special Programs Instructor position, faculty membership from 
this employment category is appropriate; 

5. Other professionally qualified individuals, such as professional support staff, 
administrators and/or community representatives, may also serve as Committee 
members, as deemed appropriate by the Dean/Director/AVP and Vice President 
of Instruction and Workforce Education. 

G. Approval of Committee Participants - The composition of the Committee will be 
reviewed by the Executive Director of Human Resources and approved in accordance 
with the above established guidelines. 

H. Notifying Committee Participants - Upon approval of the Committee, the Supervisor 
will notify each person of his/her appointment; the Human Resources Department will 
provide each member with the official appointment notification. 

I. Evaluation Form - The Preliminary Screening Form is used to determine if the 
applicants have the desired education and experience. The form will be developed by 
the Position Coordinator in coordination with the Dean/Director/AVP and Vice President 
of Instruction and Workforce Education. The Position Coordinator will review the form 
for appropriateness and finalize the evaluation materials. 

 
In developing the Preliminary Screening Form, the Position Coordinator and 
Dean/Director/AVP will consider the following factors to be included for evaluation: 

 
1. Educational preparation; 
2. Experience teaching in the discipline; 
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3. Related skills and experiences; 
4. Factors specific to the position: knowledge, skills, abilities, certification, 

etc.; and 
5. Experience and/or ability to perform in a community college environment. 

The Initial Candidate Evaluation Form must be developed in accordance with the 
announcement. 

J. Receipt of Applications - All applications must be submitted to, and received and 
processed by, the Human Resources Department through the EPCC Café System to be 
considered. 

K. Acknowledgments/Requests for Additional Information - The applications will be 
reviewed by Human Resources Department staff for completeness and, if applicable, 
requests for additional information will be made. 

L. Application Deadline Date - The Position Coordinator, in coordination with the 
Dean/Director/AVP, will establish the application deadline date. The application period 
will be in accordance with established recruitment guidelines. The application deadline 
date should also take into consideration the publication dates of The Chronicle of 
Higher Education or other appropriate publications. 

M. Orientation Meeting - The Position Coordinator will arrange an orientation meeting 
with the Evaluation Committee, and with other appropriate administrators. The meeting 
is normally held after the application deadline has passed and the applicant pool 
materials are prepared. Note that in some cases the meeting is held prior to the 
deadline. 

The Position Coordinator briefs the Evaluation Committee on the evaluation process and 
procedures. The Position Coordinator also will provide each participant with a copy of 
the procedures and forms required for the evaluation process. As a minimum, the 
briefing will include a review of the following: 
 
1. Procedure 
2. Responsibilities 
3. EEO considerations 
4. Confidentiality 
5. Criteria for evaluation 
6. Forms 
7. Group evaluation process 
8. Position qualifications 
9. Timelines 
10. Interviewing guidelines and the development of questions 

N. Initial Evaluation - The purpose of the initial evaluation is to identify the applicants who 
are best qualified and deserving of further consideration. 

The Dean/Director/AVP, Instructional Coordinator, and two (2) faculty members 
on the Evaluation Committee will complete an evaluation of each applicant in the 
EPCC Café System based upon the information and documentation submitted by 
the candidate. 
 
The evaluators will review the overall education, experience, and work history of each 
applicant to determine if the applicant is professionally and technically qualified. In 
evaluating the previous experiences of candidates, the evaluators will consider the work 
responsibilities of the position in question, in addition to the quality of the experiences. 

O. Results of Initial Evaluation - When the initial evaluation is completed, the Position 
Coordinator will prepare a composite of all initial evaluation results. The evaluation 
scores will be recorded and the summary column calculated for each applicant. A copy 
of the composite will be provided to the evaluators. 
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P. Candidates to be Interviewed - The evaluators will meet to deliberate on the results of 
the initial evaluation and will select the candidates to be recommended for further 
consideration and interview. There is no set number of candidates who must be 
interviewed; generally, however, there are three (3) to five (5) candidates normally 
invited for interview for each position vacancy. The Committee will determine the 
appropriate number to be interviewed using a number of factors, such as the scoring 
results of the initial evaluation, the number of positions to be filled out of the pool of 
candidates, the candidate’s legal authorization to work in the United States, etc. It is 
expected that the candidates who received the highest composite scores will be 
interviewed, unless otherwise justified and supported in writing by the Committee. 

When the recommended list has been approved by the Human 
Resources Department, the Dean/Director/AVP will notify the members 
of the Committee. 

Once notified, by the Dean/Director/AVP, of those applicants who will be extended an 
interview invitation, the remaining Committee members will then have the opportunity to 
individually review the applications of all candidates to ascertain if there may be 
additional candidates who should also be considered for an interview. If there are other 
such candidates, the Committee member will forward a memorandum to the 
Dean/Director/AVP recommending such action with supportive comments within five (5) 
workdays of the notification memorandum (reference date of memo) or prior to the date 
of the first interview, whichever is later. 

Q. Verification of Education and Experience - In conjunction with this recommendation, 
it is the Dean's/Director’s/AVP’s responsibility to verify the required education and 
experience of each applicant recommended for interview. The verification of the 
required education and experience for the position is to be documented on the 
Verification of Education form. 

R. Interview Invitations - After a review and approval of the recommendation by the 
Position Coordinator, the Dean/Director/AVP will make the initial contact (normally by 
telephone) with each applicant recommended for interview. Once it is determined which 
applicants are interested in being interviewed, the names, addresses and telephone 
numbers will be provided to the Human Resources Department for direct contact in 
finalizing the travel and accommodation arrangements. 

S. Interview Schedule - The Dean/Director/AVP will contact each applicant to arrange 
for the interviews and will provide the applicant with specifics regarding the interview, 
including the date, time, and location. The Dean/Director/AVP prepares the specific 
interview schedule and distributes the schedule to all participants and to the Human 
Resources Department. As appropriate, a host should be appointed by the 
Dean/Director/AVP for each candidate and a College briefing and/or tour of campus 
facilities included in the itinerary. 

T. Interviews - Interviews will be scheduled for the full Evaluation Committee to meet with 
each candidate as a group. Guidelines for conducting interviews are provided as part of 
this procedure. 

Prior to the first interview, the Committee members will formulate their questions to 
facilitate an orderly group interview process. The Position Coordinator may assist with 
this pre-interview session, if requested. The basic questions to be asked of each 
candidate will be determined in advance, with follow-up questions to be determined and 
asked during the interview session. Instructional vacancies will normally include a lecture 
demonstration as part of the interview session, with the candidate being informed about 
this aspect in advance. This aspect of the interview may be waived, as approved by the 
Dean/Director/AVP and Vice President of Instruction and Workforce Education. 
 
Additionally, members of the Evaluation Committee will assess the applicant's 
proficiency in oral communication in the language in which the course(s) is/are to 
be taught in order to ensure that the appointment of the applicant would be 
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appropriate in the discipline for which the applicant is being considered. The 
Dean/Director/AVP will document this assessment on the Verification of 
Education form. 

U. Final Evaluation - After the interviews have been conducted, the Evaluation Committee 
will: 

 
1. Deliberate on each candidate; however, if requested, the faculty members 

of the Evaluation Committee may also meet separately to discuss the 
candidates; 

2. As a full Committee, complete a Final Candidate Evaluation Form for each 
candidate interviewed; 

3. Complete the Final Candidate Evaluation Composite Form which 
establishes a final listing of the candidates based upon the final quantitative 
evaluation; and 

4. Designate the finalists to be considered at the Final Review and Selection 
Conference; it is expected that the candidates who received the highest 
final evaluation scores will be designated as finalists, unless otherwise 
justified and supported in writing by the Committee. 

V. Reference Checks and Background Verification - The Dean/Director/AVP or 
designee will conduct reference checks on the finalists, as appropriate. When telephone 
reference checks are made, the results will be recorded on the Telephone Reference 
Check form. After the reference checks are made, all evaluation materials along with 
the list of recommended finalists should be forwarded to the Human Resources 
Department. 

W. Preparation for the Final Review and Selection Conference - The Human Resources 
Department will conduct a detailed review of the evaluation process to ensure that the 
recommendation of finalists is supported by the accompanying documentation and that 
all candidates have been given equal consideration throughout the evaluation process. 
This review will also include the following, in particular: 
 
1. Verification of the accuracy of all calculations made on the Final Candidate 

Evaluation Forms; 
2. Verification of the accuracy of the scores transferred to the Final Candidate 

Evaluation Composite Form from the Final Candidate Evaluation Forms; 
and 

3. Verification that the designated finalists are the highest scoring candidates 
interviewed or that the selection of finalists is justified and supported in 
writing by the Committee. 

The following documents will then be provided to the Dean/Director/AVP for the 
Final Review and Selection Conference: 
 
1. An alphabetized roster of finalists as recommended by the Evaluation 

Committee and prepared by the Human Resources Department; 
2. A complete copy of the application materials for each finalist; and 
3. Other such materials which may be appropriate for consideration during the 

Final Review and Selection Conference. 

X. Final Review and Selection Conference - The Vice President of Instruction and 
Workforce Education and the Evaluation Committee will consider the recommended 
finalists and together will arrive at a recommendation for employment. Once the 
selection has been made, the Final Review and Selection Conference Documentation 
Form will be completed and each individual participating in the selection will sign the 
form. The Dean/Director/AVP will prepare the final hiring documents and forward the 
documents through the Vice President of Instruction and Workforce Education to the 
Human Resources Department. 
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Note: If no candidate is to be recommended from the pool, the Dean/Director/AVP will 
make a formal recommendation to that effect. Likewise, a recommendation to re-
advertise, etc., will be made in writing. In all cases there must be a formal 
recommendation made, in writing, to finalize the evaluation process and to document the 
results. 

Y. Human Resources Department Processing - A final processing will be conducted by 
the Human Resources Department which will include a review to assure that the 
procedures have been followed. 

Z. Salary Placement - The Position Coordinator will review the recommended candidate's 
application materials and determine the initial salary placement. 

AA. Offer - Upon approval, and in coordination with the Dean/Director/AVP and the Vice 
President of Instruction and Workforce Education, the Position Coordinator will contact 
the recommended candidate and offer the position, pending approval by the Board of 
Trustees. The reporting date will also be established. The offer is normally made by 
telephone and confirmed in writing. 

BB. Board of Trustees Approval - The Executive Director of Human Resources will ensure 
that the  
recommendation is included on the agenda of the next meeting of the Board of 
Trustees. 

CC. Notify Applicants of Non-selection - Upon approval by the Board of Trustees, the 
Position Coordinator will notify the candidate in writing of his/her employment and will 
notify all other applicants that the position was filled. Note: Applicants will be notified of 
the outcome of the evaluation process even if no candidate is recommended for 
employment. 

V. Attachments 

A. Guidelines for Interviewing Applicants  
B. Guidelines for Conducting Pre-employment Reference Checks 
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GUIDELINES FOR INTERVIEWING APPLICANTS 

Interviewing of candidates for employment should be supportive of the College policy of recruiting, 
selecting, and advancing employees based on their relative skills, knowledge, and abilities. The 
interviews should be conducted with full cognizance of the equal employment opportunity implications 
regardless of the candidate’s race, color, national origin, religion, gender, age, disability, veteran status, 
sexual orientation, or gender identity. (Reference the specific equal employment opportunity 
considerations, which follow this narrative). 

The maintenance of good public relations is also an important consideration in the interview process. 
The interviews are designed to obtain job-related information useful in comparing the qualifications 
of candidates so that valid selection decisions can be made. The interviews should not infringe on 
purely personal or other areas which are not job-related. Candidates should be provided an 
opportunity to reveal their skills, knowledge, abilities, and job interests. No attempt should be made 
to intimidate candidates or subject them to unusual stress. Similarly, no attempt should be made to 
discover or inquire into candidates’ political, religious, labor, or fraternal affiliations or sympathies. 

Ordinarily, the most significant information obtained during interviews involves the prior work experience 
of candidates. For jobs that do not require prior experience, other factors (education, training, interests, 
etc.,) assume increasing significance. It is extremely important that the interviewer have a thorough 
understanding of the nature of the vacant position. The following factors should be considered: 

1. Where does the vacancy fit in the organizational framework? 
2. What work units or functions are dependent upon proper performance of the job? 
3. What standards are used to determine the quality of an incumbent’s performance? 
4. What specific skills, knowledge, and abilities are required for 

successful job performance? 
5. What tasks performed by an incumbent are considered to be the most important or 

critical? 

In evaluating candidates’ education, training, and/or experience as appropriate, the interviewer should 
attempt to identify the acquisition of required skills, knowledge, and abilities. Following are sample 
interview questions designed to elicit job-related information: 

1. What education or training do you have that is pertinent to the job requirements? 
2. What other activities have you engaged in that might have equipped you to 

perform the job? 
3. (Interviewer states several key tasks which the job involves.) How has your 

past work history prepared you for successfully performing these tasks? 
4. Why did you apply for this job? 
5. What aspects of your prior job did you like the least? 
6. What aspects of your prior job did you like the most? 
7. Do you think you might have difficulty performing this job? Why or why not? 
8. Why did you leave (consider leaving) your previous (present) job? 
9. Why did you select your previous (present) type of job? 
10. What additional information would you like to provide about your qualifications? 

The following types of questions should be avoided as not being job-related and as being potentially 
or actually violative of equal employment opportunity laws, regulations, and policies. 

1. Where were you born? 
2. What is your nationality? 
3. Where do you attend church? 
4. What is the name of your father or mother? 
5. Do you own or rent your home? 
6. To what clubs, societies, or lodges do you belong? 
7. Do you have any children? What are their ages? Do you have child care? 
8. Have you ever been arrested? 

As a general rule, if a question is not job-related, don’t ask it. 
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The interviewer should follow the recommendations below to increase the effectiveness and fairness 
of the interview process: 
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Guidelines for Interviewing Applicants Page 2 

A. Prior to the interview 

1. Read the current job description and be familiar with typical 
examples of the work to be performed. 

2. Do not waste time asking for information that is already available 
(such as on the application). 

3. Know the main points to cover and be sure they are job-related. 

B. During the interview 

1. Put the candidate at ease. 
2. Avoid interruptions. 
3. Stimulate and direct responses by using the proper words. 
4. Avoid controversy in the interview. Try not to interrupt and avoid 

putting the candidates on the defensive by arguing or displaying 
authority. 

5. In most cases, assume the role of a listener. 
6. Obtain a clear picture of the candidate’s prior duties, scope of 

responsibility and authority, and duties which provide the most 
job satisfaction. 

Written evaluations resulting from interviews should be recorded on the Final Candidate Evaluation 
Form. Comments should be clear and concise, and should concern only job-related factors. Broad 
general statements, such as “has had considerable experience,” should be avoided. 

EQUAL EMPLOYMENT OPPORTUNITY CONSIDERATIONS 

Subject You May Ask* You May Not Ask 
Race or 

 
  About complexion or color of skin. 

Religion or 
Creed 

  About applicant’s religious denominations, 
religious affiliations, church, synagogue, 
parish, pastor, rabbi, or religious holidays 
observed. (An applicant may not be told 
“This is a Catholic, Jewish or Protestant 

 National  
Origin 

  About an applicant’s lineage, ancestry, 
national origin, descent, parentage, or 
nationality. 

Nationality of applicant’s parents or 

 Wh t i   th  

 

Sex   A pre-employment inquiry as to sex on an 
application form. 

Marital 
Status 

  Are you married? Where does your 
spouse work? What are the ages of your 

   Age Are you between 18 and 70 years of 
age? If not, state your age. 

  

Disability Do you have any impairments, 
physical or mental, which would 
interfere with your ability to 
perform the job for which you 
applied? 

If there are any positions for which 
you should not be considered or job 
duties you cannot perform because of 
     

Do you have a disability? 

Have you ever been treated for any of the 
following diseases? 

Has any member of your family ever had 
any of the following diseases? 
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Guidelines for Interviewing Applicants Page 3 

Subject You May Ask* You May Not 
Ask Name Have you ever worked for this 

company under a different name? 

Is any additional information relative 
to change of name, use of an 
assumed name, or nickname 
necessary to enable a check on your 

     

Original name of applicant whose name 
has been changed by court order or 
otherwise. 

Maiden name of a married woman. 

If you have ever worked under another 
     Address or  

Duration of  
Residence 

Applicant’s place of residence. 

How long a resident of this state or city? 

  

Birthplace   Birthplace of applicant. 

Birthplace of applicant’s spouse, 
parents, or other close relatives. 

Photograph   An applicant to affix a photograph to the 
employment form at any time before hiring or 

   Citizenship Are you a citizen of the United States? 

If not a citizen of the U.S., do you 
intend to become a citizen of the 
U.S.? If you are not a U.S. citizen, 
have you the legal right to remain 
permanently in the U.S.? 

Were you ever interned or arrested 
as an enemy alien? 

Of what country are you a citizen? 

Whether an applicant is a naturalized or 
native-born citizen; the date when the 
applicant acquired citizenship. 

That applicant produces naturalization 
papers or first papers. 

Whether applicant’s parents or spouse are 
naturalized or native-born citizens of the 
U.S.; the date when such parents or spouse 

  Language What foreign languages do you 
read fluently? Write fluently? Speak 

 

How applicant acquired ability to read, write, 
or speak a foreign language. 

Education About the academic, vocational or 
professional education of an 
applicant and the public and private 

  

  

Experience About applicant’s work experience 
and inquire into countries applicant 

  

  

Character Have you ever been convicted of any 
crime? If so, when, where, and 
disposition of offense. 

Have you ever been arrested? (An 
employer’s use of an individual’s arrest 
record to deny employment would, in the 
absence of business necessity, constitute 

       Relatives What are the names of any 
relatives already employed by this 
company? 

Names, addresses, ages, number, or other 
information concerning applicant’s children 
or other relatives not employed by 

 Notice in 
case of 

 

Name and address of person to be 
notified in case of an accident or 

 

  

Military Have you ever been a member of 
the Armed Services of the U.S. or in 
a State Militia? If so, did your military 
experience have any relationship to 
the position for which you have 

 

About an applicant’s general military 
experience. 

Organizations Are you a member of any clubs, 
organizations, etc.? (Exclude 
organizations, the name or character 
of which indicates the race, creed, 

      

List all clubs, societies, and lodges to 
which you belong. 

References Who suggested that you apply for 
a position here? 
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* Inquiries which would otherwise be deemed lawful may, in certain circumstances, be deemed as 
evidence of unlawful discrimination when the inquiry seeks to elicit information about a selection 
criterion which is not job-related and which has a disproportionately burdensome effect upon the 
members of a minority group and cannot be justified by business necessity. 
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GUIDELINES FOR CONDUCTING PREEMPLOYMENT REFERENCE CHECKS 

A preemployment reference check serves largely as a means for confirming desirable and/or 
discovering any undesirable factors in a job applicant’s background prior to making an employment 
commitment. 

Why Use the Telephone? 

The most desirable way to conduct such a check is by personal visit. However, a telephone check 
is adequate and is less expensive. 

Letters or form letters rarely elicit sufficient information. People hesitate to put in writing information that 
they would give in person or by telephone. Because of the stylized approach of the form letter, the 
necessary information you are seeking might not be elicited. You can use the telephone check to 
explore different avenues to gain information, depending on how the person giving the information 
reacts to the questions being asked. This provides much more flexibility. 

Preparation for the Telephone Calls 

1. The original interviewer should make the reference check. In all probability, he/she is the 
most familiar with the applicant and will have the background to do the necessary probing. 

2. Making a checklist of questions bearing upon the particular job for which you are considering 
the applicant. You should tailor special questions to fit the particular call. 

3. Be sure you check the application form for a release to contact the present employer or obtain 
permission from the applicant. You can’t afford to jeopardize his/her present employment. 

The Call Itself 

Call the person who had direct supervision over the applicant. Don’t attempt to get the information 
secondhand, that is, from someone in a staff relationship (such as the Office of Human Resources), 
unless no other channel is available. The Office of Human Resources or the Accounting Office can 
verify dates of employment and termination, but they are not usually in a position to give valuable 
information regarding the job applicant’s former work habits, personal habits, performance, etc. 

Here are Some Do’s and Don’ts to Consider: 

1. Don’t leave a call-back if the individual you are trying to reach is not available. You may receive 
the return call when you’re unable to discuss the applicant. 

2. Assure contact that any discussion you have will be held in confidence. 
3. Identify yourself immediately, explain your position with the College, and tell the party why you 

are calling about the applicant. 
4. Ask the person if he/she is free to discuss the situation. 
5. Offer to have the party call you back if you sense the legitimacy of your call is doubted. 
6. Try to establish rapport with the party you are calling. Maybe you know someone in that 

person’s organization. Many times, a freer exchange of information comes about when the 
individual you are calling identifies with your organization, your position, or some mutual point 
of interest. 

7. Tell the party about the position for which the applicant is being considered. A better evaluation 
can be made if it is made in relation to a specific job. The job must be explained enough to have 
meaning. 

8. Ask a general question such as, “What is your opinion of how the applicant would fit into our 
vacancy?” 

9. Let the person talk freely for as long as he or she wishes; do not interrupt. Often a question from 
you at the wrong time will shut off further information you might benefit from hearing. 

10. Feel free to follow up and probe when you feel the contact is reluctant to discuss certain factors. 
Many times, a further explanation of why you are ‘digging in’ will elicit the information you want. 
After all, you are doing the applicant a favor by checking. A placement in the wrong job could 
lead to ultimate unhappiness or even dismissal. 

11. Be alert to obvious pauses in answering when you ask questions. Often these are a sign that 
further questions might elicit further information which you might not otherwise have received. 
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12. Don’t hang up until you are sure that you know the opinion of the person called. Frequently, 
you will receive ambiguous answers. The person called may give very little information. A 
technique that frequently works is to summarize the conversation by making either of the 
following two statements: 

a. “I take it that you don’t recommend the applicant very highly for the position.” or 
b. “I take it that you recommend the applicant very highly for the position.”  

Sometimes one of these summary statements evokes the response you need. 

Refer to your checklist of questions to be sure everything has been covered. 
 

13. Always close the conversation by asking, “Would you reemploy the applicant?” Often this 
question elicits additional useful information. 

14. Be sure to thank your contact for his/her help. 

Suggested Questions:  

After you have provided background information on the vacancy to be filled and have received an 
answer to the general question, “What is your opinion of how the applicant would fit into our 
vacancy?”, ask more specific questions, such as: 

1. How did the applicant get along with others with whom he or she worked? 
2. How did the applicant get along with supervisors? 
3. Did the applicant have any personal habits that you consider to be negative? 
4. Did you consider the applicant to be reliable? 
5. Did the applicant meet commitments? 
6. Why did the applicant leave your company? 
7. Would you reemploy the applicant? 
8. What was the nature of the applicant’s work with you? 
9. Has the applicant been bypassed on promotions with your company? 
10. What are the applicant’s strengths? Weaknesses? 
11. Is there anything else you would like to tell me about the applicant? 

NOTE: Adapted from How to Conduct a Telephone, Preemployment, Reference Check by James 
M. Elliot and Ray T. Fortunato. 


