B.8 The Interview
B.8.1 [bookmark: _GoBack]All Hiring Committees must submit a Pre-Hiring Information Form, which includes a Declaration of Conflicts of Interest Form, and a list of questions to be asked during the interview, to the Director of Human Resources before any interviews may begin.
a. The Pre-Hiring Information Form shall ask:
i. What position(s) will be hired
ii. Who will be on the Hiring Committee
iii. The criteria used as a basis for hiring decisions
b. The Declaration of Conflicts of Interest Form shall have a table where each member of the Hiring Committee shall identify any perceived conflicts of interest they may have between them and the applicants as defined in Section B.8.4.
c. This form shall be filled out for every position being hired.
d. This form shall be updated and re-submitted to the Director of Human Resources should any information contained change.
e. This form shall be kept for one (1) year or until a successor is hired, as seen in Section B.10.8.
B.8.2 A list of questions relevant to the position must be agreed upon by the Hiring Committee prior to the interview.
a. Approval of the questions must be given through consultation with the Director of Human Resources or Vice President of Student Affairs prior to the posting of interview times.
B.8.3 Questions asked during the interview must be selected from the listed mentioned in Section B.8.2.  However, the Hiring Committee may ask follow-up questions designed to elicit a clearer response from the applicant, eliminate confusion or address an area of concern or uncertainty that may arise.
a. Follow up questions that elicit a specific response or bring information unrelated to something previously mentioned into the interview are not permitted within an interview. 
B.8.4 Each member of the Hiring Committee must communicate all perceived conflicts of interest to the other committee members prior to the interview.
a. Conflicts of interest include, but are not limited to, current and former partners, relatives, housemates, and close friends.
b. Where reasonable, no Hiring Committee member shall conduct an interview with an applicant with who they have a conflict of interest. If this is not possible, the Hiring Committee member should make all efforts to reduce bias in the interview process by speaking last during deliberations and/or abstaining from any hiring decisions regarding the specified applicant.
B.8.5 At the beginning of the interview, the Hiring Committee shall:
a. Provide introductions.
b. State the maximum length of the interview and that the Committee is timing the interview and will provide notice of time running short.
c. State that questions or clarification can be asked for at any time during the interview.
B.8.6 At the conclusion of the interview, the Hiring Committee shall:
a. Provide the applicant the opportunity to ask questions or make any additional comments.
b. State that the applicant may direct any further questions to the Hiring Committee Chair.
c. Outline the means of appeal or contact if there are any concerns with the interview process as outlined in Section B.12.
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