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l. FORWARD

The Office of Management and Budget, Human Resadamagement (OMB/HRM), in
keeping with the agency’s mission to provide humesource programs and services to
meet the needs of state government, is pleasathtmuace new recruiting and hiring
processes to assist agencies in selecting capatbleraductive employees. We can
exceed the expectations of our customers with nedemmized employment services
rules and a state of the art automated system\{aeteEmployment Link or DEL) that
delivers a first rate, faster, flexible, consistantl reliable hiring process.

This manual provides information covering recruititpgob interviews and job offers

using a legally defensible process in conjunctidgth \WEL and the revised merit rules,
policies and procedures.

I. INTRODUCTION

OMB/HRM’s strategic initiative to improve the higrprocess provided the opportunity
to look at best practices in hiring, review theibass rules and investigate automation to
find the best solution. The three cornerstongdbéanodern employment services rules
that are being implemented are flexible postingetnames with a minimum of seven (7)
days, posting individual position vacancies as thegur, and increasing the number of
candidates on a hiring manager’s referral lishtay (30). The business processes and
workflow have been automated, streamlined and diiegbland inefficiencies and
barriers removed. Hiring agencies will be ableigw the number of qualified applicants
in DEL to manage the job posting time frame anepothcruitment methods. Applicants
will be able to manage their applications and jeéiresh using DEL by self-screening
based on interest in a particular vacancy. Thikprovide the hiring agency with an
applicant pool interested and available at the tfnecruitment. The hiring managers
will be issued the referral list quicker and beesatiol view it and applications online. All
of this will enhance the State of Delaware’s cortpetadvantage in the labor market.

. PLAN AND MANAGE RECRUITMENT

Once you are aware that you have a vacancy anddmgpreval to fill it, you will need to
start making decisions about recruiting for yousipon with the assistance of your
agency’s Human Resource Office if needed. Thergaifor making a hiring decision
needs to be established before the position iedosthe goal is to manage recruitment
so that the position can be filled as quickly asgilde with a highly qualified candidate
while meeting the requirements of the merit ruManaging recruitment requires
consideration of a number of factors that will legua successful hire. To do this you
will create a job/candidate profile and complete Requisition to Fill Vacanciégorm.

! See Appendix A for a copy of the Requisition tb ¥acancies form.



A. Create a Job/Candidate Profile

Defining the job/candidate profile is the firstia planning for your recruitment and

will provide the foundation for the later stepge hiring process such as developing the
interview questions. In most cases, this stepssg review of current documentation,
such as the current job specification, to confirhether it is still applicable.

1. Define the essential dutié&/hat are the essential duties needed to be
accomplished by the position in order to meet yaparational needs? A duty
may be considered essential if the position ex@stthe performance of that duty.
Would removing the duty fundamentally alter thegmse of the position?
Reviewing the essential function section of theglgpecification will help you
get started.If these essential functions still fit this parti@ujob, then you can
proceed to the next step. If not, you will needawork the essential functions by
answering the above questions for this positidypically, you end up with a list
of five (5) to seven (7) duties that are essemdidhe position. Iffou have more
than ten (10) essential duties, it is recommenbatiytou consolidate or merge
duties that are similar or related. Record eadh®fssential duties for the
position. This will begin the documentation of {bb/candidate profile that you
will use in Chapter IV for developing interview cai®ns.

2. Review the Summary Statemewtfter reviewing or creating the list of essehtia
duties, review the Summary Statement section otldes specification. Does
this statement adequately describe your positiadogrou want to provide your
agency HR office with a summary statement bettecueing your specific
position’s job duties and responsibilitieg®ong with the job location being listed
in the posting, tailoring the summary statemerdvedl potential applicants to
judge their willingness to accept your positiondrefthey apply. For example, an
agency may have several Social Service Administgadsitions, but they may be
assigned to work in different specialty areas.oimiation about the specialty area
may be helpful on the job posting.

3. Additional Screening Requirement®n occasion, additional job-related
screening requirements such as selective requittsianeferred qualifications,
writing exercises, or a functional capability exatlon may be necessary to screen
candidates for your position. While additiondbimmation on screening
requirements is provided in the appefidtkis is one area where your agency HR
Office can be of assistance. Work with your agéneluman Resource Office
and they will gain prior approval from HRM. Thsmeeded before you submit
the Requisition to Fill Vacancies form to use adgidonal screening
requirement(s).

With DEL, vacant positions are posted individualBpplicants can self-screen
based on job specific information such as worktioce work schedule, summary

2 See Appendix B for information on Selective Regmients, C for information on Writing Exercises and
D for information on Functional Capabilities Evdioas.



B.

statement of job duties and other position spetificrmation. You may find you
do not need to use selective requirements or peefeualifications now that
applicants can self-screen using the job specifaration reflected on the
posting especially the summary statement that eamrtiten describing the job
duties. Using selective requirements and prefegredifications could result in a
much smaller applicant pool from which to make lac@n.

Career LadderFinally, if the position is in a career laddetentify the level for
which you are recruiting. Consider what level ymed to recruit for based on
your operational needs and what staff resourceavaiéable to meet those
operational needs.

Decide on the Type of Posting Option

Review with your agency Human Resource Office:

[N

your agency’s policy and any union contracts reigaydlling
positions/recruitment.

the diversity of the workforce regarding affirmagigction and diversity of the
workforce to support the development of a plaretwruit a diverse pool of
gualified candidates.

There are three types of postings authorized imtbgt system:

1.

In-House Within the same department is referred to dsouse or intra-
agency. It allows for all merit employees withidepartment to apply. A
merit employee is defined as in a position covdrgthe Merit System and
who has completed the initial probationary periédempt employees with
return to merit rights for the specific agency nadgo apply. Employees in the
department who are non-merit employees are ndablditp be considered for
these types of job postings. Non-merit employeesratial probationary
employees, casual/seasonal employees, or exemjyeap. Initial
appointments to state employment with limited-tstatus (no merit status)
are not eligible for in house postings. This tgp@osting should not be
utilized unless the agency is large enough to sa@psufficient number of
qualified applicants.

Merit Only. Within State merit agencies is referred to asriagency. It
shows on the job posting as Merit Only and providesll merit employees
from any merit agency to apply. A merit employeeasered by the Merit
System and has completed the initial probationanod. Employees in state
agencies who are non-merit employees are not Eigitbe considered for
these types of postings. Non-merit employeesratialiprobationary
employees, casual/seasonal employees or exempbgeegl who do not have
return to merit rights. Initial appointments totsteamployment with limited-
term status (no merit status) are not eligiblenierit only postings.



3. Open CompetitiveAllows anyone to apply whether or not they are ment
state employee. For probationary, casual/seasonakempt employees
without specific return to merit rights to be catesied for a vacancy, the
posting must be done as open competitive and thpdogee is considered an
outside applicant.

Only one posting method is permitted at one tine @mce a job is posted, the hiring
process must be completed. You must reject dh@fjualified applicants for job-related
reasons before you are able to repost your posifiioyou repost, you will need to use a
less restrictive posting option. In other wordishe original posting option was in-house
and you choose to repost the vacancy, you would teease the Merit Only or Open
Competitive posting option. If you post open cotitpe with a selective and later need
to expand the recruitment field, you may post e vacancy as open competitive
without a selective.

When deciding what type of posting to use, condgiderob in relation to the applicant
pool. Refer to the job/candidate profile to deterrhow a candidate can compliment the
skill set you have on staff. Then consider whererypotential applicant pool may exist.
Is the ideal candidate likely to be found withiruy@gency, in other State agencies or
from outside the state? How has the job markétpinse training programs and previous
recruitment efforts helped to identify potentiahdalates? For example, in-house or
merit only postings may be appropriate when thesjalts required are most likely found
within the agency or other agencies in those cigtantes where there is limited
time/resources to train new employees from outsidte government. If you want to
broaden the skill set of your operations and tlsddés are most likely found outside of
State government, it may be appropriate to posh apenpetitive Diversity within your
organization should also be considered when makiisglecision.

C. Posting Time Frames
During the time your position is posted, typicaven (7) days, your agency’s Human
Resource Office may monitor the qualified applisantthe applicant pool. If the

applicant pool appears insufficient, consideratian be given to extending the posting’s
closing date.

IV. JOB INTERVIEW PURPOSE AND STRUCTURE

Now that your Requisition to Fill Vacancies formshzeen sent to your agency HR
Office, who then forward to HRM for posting, youlMiurn your focus to the interview.
This section gives you a brief background on thgpse of interviews and the type of
interview HRM recommends. While the applicant’salifications for meeting the job
requirements and passing any written examinatiegsired has been screened earlier in
the process, the interview serves to elaboratdasetqualifications, probe into specific



areas of competency and determine how well theidateds skills and abilities apply to
the specific job.

A.

Purpose

Interviews serve five (5) majpurposes:

1.

B.

Interviews give the candidate a more detailed \oétihe job. The interview is
the opportunity to give the candidate specific infation about your operation, a
job description explaining the job, any work exagicins, and a copy of the job
class specification.

Interviews give you the opportunity to more cleattermine the candidate’s
competencies beyond what is possible through tpkcagion process. The
interview provides you the opportunity to reviewttwimore detail the candidate’s
employment and education history and specific apéasmpetency to determine
how well the candidate’s knowledge, skills, andiabs match the requirements
of your position and operational needs. The go#&b learn more about the
candidate’s work/education history, confirm infotioa provided by the
candidate on the application, and to assess holtheetandidate meets the
agency’s needs.

Interviews give you the opportunity tietermine how well the candidate will “fit
in” the organization. You should note whether the ichatd seems likely to share
the goals of the organization and possesses themuaaioation and interpersonal
skills necessary to get along with co-workers,ntBeor customers.

Interviews give you the opportunity to embody aegresent the State of
Delaware as th&Employer of Choice” which can further enhance fetu
recruitment through attracting many more qualitaddidates for you to
consider. In your role as hiring manager, yourareonly evaluating talent. You
are marketing the state, the specific job oppotyuiand the vision of the future of
your unit all at the same time. As a representaifwpour agency and the State of
Delaware, you must always be aware that you ateeegic partner in developing
a shared vision of the people and culture of thenag. It is important that you
and the interview panel provide a positive intemieg experience by being
enthusiastic, prepared, polite, and respectfuhefdandidate’s time.

Finally, interviews also give candidates an opputjuto ask questions about the
job duties and requirements. This will help caatikgd decide whether they are
interested at that time and, if the position i, whether to accept
employment. The goal is to provide sufficient imf@ation so that the candidate
can make an informed decision cutting down on ga@kturnover.

Structured Interviews

HRM recommends using a structured interview fornR&search has found that by
increasing the amount of structure or standardinatf interviews, you increase the

validity (questions measure what you expect themeasure), reliability (given the same



circumstances, you will get the same results),eyrans of fairness, and legal
defensibility.

» Structured interviews require interview panelsdduce the subjectivity of
decisions that can occur with one interviewer efview panels consisting of
three interviewers are highly recommended. Theesaamel of interviewers
should be utilized for all candidates per job opgnilt is important that the same
interview panel be used for all interviews. Omytiue emergency situations can
the interview panel change for a job opening. Jolpay grades 15 and above
require a panel of at least three interviewers simuld be as diverse as possible.
At times a second panel may be convened to makienthlehiring decision.

» Structured interviews ask all candidates the samne et of questions, ensuring
all have the same opportunity to display their kiealge, skills and abilities.
Additional questions pertaining to the informatam his/her employment
application can be asked of the candidate.

» Structured interviews are based on questions tealieectly linked to the core,
essential job duties and responsibilities. Theseases the chances of having a
successful hire because the questions are diledthd to the job duties thereby
making it a valid interview.

The next four sections will provide guidelines mwhto create and conduct a structured
interview.

V. PREPARE FOR THE INTERVIEW

While the position is being posted, start prepafarghe interview by selecting the
interview panel and developing the interview queti

A. The Interview Panel

As noted above, one characteristic of structureshwews is an interview panel. Itis
strongly recommended that interviews be conducyetthtee members and meet the
following criteria:

* be diverse (race and gender) whenever possible.

* include the immediate supervisor — usually as ¢lad interviewer.

* include two members who are familiar with the jolol @t least one level above
the position being filled (although the same lasdine if the person at the same
level has not applied for the position and will betsupervised by the position).
Staff that could fulfill this role is the next lev&ipervisor, a supervisor from
another unit or location, a human resource employesomeone considered a
Subject Matter Expert in the job. One of the panembers may be from another
division, agency or, in the case of professiondkohnical jobs, someone who is
not employed by the State. Only under extremeaigigtances can an interview
panel member serving as an SME be at a lower gegand the circumstance



must be reviewed and pre-approved by the HumanlRes®irector. As an
example, an Environmental Scientist Il would lik&lot be appropriate to serve
as an SME on an interview panel for an EnvironmdPtagram Administrator. It
is appropriate for a Human Resource Representatisdower pay grade to serve
on an interview panel as long as there are two $tiel members.

* include panel members who are not personal friendslatives of the candidate.

In accordance with the Governor’s Executive Ordeifhe position is a pay grade 15 or
above, interviews should be conducted by a teatinreé or more members who should
be diverse whenever feasible. HRM has a list dividuals who can be utilized to sit on
the interview panel if needédAlso check with your Human Resource Office to ifee
your agency has a policy for Human Resource Maisagerepresentatives to sit on all
interviews for pay grade 15 and above.

B. Establish a Valid Link between the Job and Inteview Questions

Another characteristic of a structured interviewa iink between the job duties and the
guestions asked of the candidates. Each questidesigned to elicit information to
assess the candidate’s qualifications in relatotihé essential job duties. In order to
develop valid interview questions, the followingdians can help you identify the critical
guestions.

It is recommended to draft a question or questibascover each essential duty, using
the information from the job/candidate profile ydeveloped. It is critical to ensure that
the interview questions are clearly job-relatedidifional or follow-up questions can be
added to the core questions. Please check withioman Resource Office if you have
any questions about the proposed interview questidnterview questions should be
developed before you receive the referral listeckwith your agency HR Office to see
if your interview questions must be pre-approved.

C. Types of Questions
There are five types of questions commonly askeihginterviews?

1. Job knowledge question®sk candidates to demonstrate specific job
knowledge or provide documentation of job knowled{féor example
“Please define program budgeting. What are iteathges and
disadvantages compared to other types of budgets?”)

2. Past behavior guestiong\sk candidates to describe their activity oftpas
jobs that relates to the job for which they arenbenterviewed. (For
example, “Describe your experience with conductimgstigations.”)

3 Go tohttp://governor.delaware.gov/orders/exec_order t@isto view Executive Order 8.

4 Go tohttp://www.delawarepersonnel.com/diversity/docursesource_list.pdbr the
Minority Resource List for Selection Interview Rés

® See Appendix E for Questions that Cannot Be Adkating an Interview.
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D.

Candidate background guestionssk candidates about work experience,
education, and other qualifications. These questaye used to verify
work experience and gain a sense of the candidadegpetencies. (For
example, “Your application states that you havel laglob where you
participated in conducting studies. Please expidiat your role was in
conducting the study”.)

Situational questionsPresent the candidates with hypothetical sibaati
and ask how they would respond. They allow the ickatd to tell you how
s/he would respond and allows candidates who haneed work
experience to show you how they handle situatibiasvever, recognize
that they may provide different responses fromalgbast experiences and
do not necessary predict future behavior. (Formgpte, “How would you
respond to a client who is visibly upset when ygplain why they are not
eligible for benefits?”) If you use this type ofegtion, be sure that the
answer does not require knowledge that is basexflad@ or agency
policies, procedures, etc., if the posting was dpesutside candidates.
Outside candidates cannot be disqualified for mwirig knowledge of
state processes. As situational questions arethgpoal,they are best
used in conjunction with other types of questions.

Behavioral Questionsilt is highly recommended to include behavioral
guestions. These types of questions provide yewpiportunity to look at
what they did and what the results were in a palgicsituation. Rather
than using situational questions where you ask wbatwould do, you
ask questions that are based on real situationsseltypes of questions
begin with phrases such as “Tell me about” whicunes the candidate
to cite specific experiences. Other examples are:

» Describe a situation where you had several demgrtdsks and
how you handled the situation.

» Describe a situation where you were unable to meleadline and
how you responded.

* How do you respond when you are angry about aidecy®u
think is unfair?

* How did you handle a situation where you disagreid your
boss?

* How do you wish you had handled a particular situnat
differently?

Characteristics of Good Questions and Interview

Good questions and interviews have the followingrahteristics:

They gather information about what actions canésl&ok on a job, how they
applied their knowledge and skills and what reswise obtained from those
actions.

They use a variety of the types of questions listealve.

11



* They use open-ended questions (what, when, how, evhyhere) so yes or no
responses are not elicited.

* They are clearly and briefly stated.

» Do not consist of questions requiring knowledge Wil be learned on the job or
specific to agency policies or practices unlessatididates should have access to
this information.

* They do not lead the candidate to a general, stdrateexpected response. For
example, if you explain what is expected and thanifas/he is going to be able to
meet the expectations, the response will be the senthe question or statement.
An alternative is to explain what is expected askl@ndidates what they will do
to ensure they meet the expectations.

* Questions are phrased so that they elicit the imédion you need to make an
informed decision. For example, rather than askihgv would you describe
your interpersonal skills?”, you can ask “Descrbime when you had a conflict
with a co-worker, subordinate, or supervisor. Hbd/you react?”

E. Follow-up Questions

Asking follow-up questions is important, even irustured interviews so that there is
clarity and verification of information and littteom is left for misunderstanding the
information. They give each candidate encourageseth opportunity to elaborate on
answers. The wording of these questions shoule®ptneutral. (Examples of general
follow-up questions: “Would you give an exampl@?™Would you explain further?” or
“Please elaborate on what your role was”).

F. Americans with Disabilities Act

The Americans with Disabilities Act (ADA)limits the types of questions that can be
asked of job candidates. The following types a&gjions are allowed during an
interview if they are asked of all of the candidate

* “Are you able to perform the essential tasks af jbb with or without reasonable
accommodations?”
» If the candidate indicates an accommodation wosldelguired, ask “What
accommodations would you need to perform thesengabeasks?”
You cannot ask questions related to the candiddte&bility or ones that would uncover
the existence of a disability. Review AppendixdE ihformation about other types of
guestions that cannot be asked.

VI. MANAGE THE REFERRAL LIST

DEL provides applicants the opportunity to selfessr by responding to questions for the
job requirements. The system provides space &agiplicant to document employment

® See Appendix F for Americans with Disabilities AQtiestions and Answers.
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history, education and training for each of there@uirements. Your agency Human
Resource Office may have reviewed the applicatpyims to your receiving the referral
list to ensure that the applicant responses argistent with the job requirements.

The referral list contains the names of those aatds who have successfully completed
the screening for meeting job requirements andoéingr screening tools such as a
written exam that may apply to your particular piosi.

It is critical that the referral list is canvassedh manner that is free from bias. This
section presents guidelines for canvassing theregfiest to help you decide who and
how many candidates to interview. Please contaat iuman Resource Office for your
agency'’s specific policies and procedures.

As a hiring agency, you are responsible for legahgliance with statutes governing
hiring not only from the standpoint of meeting fealeand state lawsbut also in
conjunction with upholding merit system principldderit system principles require a
system that is efficient, effective, fair and operall, free from political influence, and
staffed by qualified employees. Rather than presargid procedures and rules for
canvassing a referral list, the following is inteddo guide you in fulfilling the merit
system principles, legal mandates, and agencyieslic

A. How Many Candidates Do | Need to Interview?

Know your agency'’s policy for the minimum numbercahdidates that must be
interviewed.

» Does your agency require you to contact each catwimh the list?

» Does your agency require you to interview each icate?

» Does your agency require a minimum number of catd&lto be interviewed?

* Does your agency require you to interview currenpleyees?

» Does your agency have collective bargaining agreésbat have requirements
for canvassing referral lists?

If your agency requires that all candidates berunégved, you can proceed with setting
up the interview. Now that you may have many nuamedidates available on a referral
list, it is suggested that shorter screening ing¢svs be conducted as a first round to offer
all candidates an opportunity while best utilizthg time of the hiring panel. Longer
interviews may still be held with the most viabndidate(s) after the shorter screening
interviews. Traditionally, agencies only requigdbcandidates to be interviewed if that
particular classification was underrepresentedHerpopulation of females and
minorities in the available labor market. Your agehIR Office has this information and
will let you know if the classification is undermgsented when you receive your referral
list.

" See Appendixes M and N for links to State and Fadales, policies, guidelines and procedures.
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Prior to the implementation of DEL, the State’s EE® Guidelines for State Agencies
required hiring managers to interview all on aiéedtion list (15 or 15%, whichever is
greater) when there was under-representation. eTgpgislelines will be amended to state
that if the particular classification is underreggeted in either women or minorities, then
at least 15 individuals on the referral list mustitterviewed. If your agency does not
require all candidates to be interviewed, pleasicoe.

B. Refine the Referral List

Consider all candidates on the referral list. €iemo legal requirement to interview a
minimum number of candidates due to the varyingasibns in response to recruitment
and in relation to the agency’s operational ne€fltpositions (unless the classification
is underrepresented per above section). For exarglpositions that are hard to fill,
the agency may or may not interview and hire the @andidate who applied. In other
cases, there may be 25 — 30 names on the refistraldking it more feasible to begin
conducting interviews of only the top candidatéfsa suitable candidate is not found
from the top group, the interviews would continuéhwhe middle group of candidates.
If a suitable candidate is not found in the midglleup, the interviews would continue
with the bottom group of candidates. HRM recomnsesiticandidates be interviewed if
there are less than five candidates and when #rerve or more candidates on a
referral list, to interview at least five. By imewing more than one candidate, it will
provide a good foundation for ensuring that youaatieering to merit system principles
and standards.

Merit System Principles and Standards affirm thatagency must show a good faith
effort that complies with merit system principlesjicies and rules for equal opportunity
employment and fair and open competition. To nieete standards, a hiring manager
must canvass a referral list in a manner that detnates that all candidates were
considered, either through a review of the appbeatcontacting the candidate,
interviewing the candidate or a combination oftlatee. Hiring of a candidate is to be
determined on the basis of the knowledge, skiltsailities to do the job as well as the
fit within the organization as a result of recrugint and screening of candidates.

The DEL system will arrange applicants in alphatztorder on the referral list when
there are less than 31 applicants and a writtemiedion is not required. When there
are more than 30 applicants, DEL ranks applicaptscbre although the referral list does
not contain the final scores.

C. Document the Referral List Decisions

In all cases, document the actions taken with eaaoldidate. If a review of the
application indicates that the candidate does aw¢ the education, training or
experience that has prepared him/her for the posigsponsibilities and you are not
contacting or interviewing that candidate, detdilw It is not an absolute requirement to
contact a candidate if the candidate’s employmedtteining history has not prepared

14



him/her for the position you are filling. The kpgint is to document the rationale as to
why the candidate is not suitable.

D. Rejecting the Entire Referral List

Job-related reasons are not required to be listeddch candidate when returning a
referral list unless the entire referral list ifected. Candidates must be rejected for job-
related reasons:

» The candidate’s education, training and employrhestory are not sufficient for
the candidate to meet the requirements of theipogipon entry. The reasons
must be stated in specific terms, i.e., what thergmuires and what the candidate
lacks.

» The candidate is not a good fit with the organaati This must be stated in
specific terms, e.g., the candidate’s interpersekitls at the interview were not
suitable for working with the public on a daily s

In the event you are unable to hire from the fieserral list, please contact your Human

Resource Office. You must have canvassed andedjéite entire list before obtaining
another list or reposting the position.

VII.  SET UP THE INTERVIEW

You have already built a strong structure for thiterview process by following the
guidelines above. In this section, you will putrestructure in place to ensure you have
areliable, defensible interview process. Therinésv will be used to make a decision
about the candidate, how well the candidate figsjthh and how well the job fits the
candidate. Interviews need to be standardizedsmguhe same location (whenever
possible), interview panel, and questions. On oacasions, one of the interview panel
members may not be able to participate for a pdaidime period and a replacement
interviewer is needed. In those situations, pleasgact your HR office.

A. Schedule Interviews

Schedule at least 30 to 45 minutes for each cateltdanterview unless you are
conducting the shorter “screening” interviews. Bletual length of time for the
interview will vary based on the job requirementsl @omplexities. Consider allowing
10 to 15 minutes between interviews so that therviw panel has time to
independently evaluate the candidate before theaadidate is interviewed

B. Location and Physical Arrangements for Interviewng
» Setting Ideally, the same room will be used for all mtews. Interviews should

be held in a quiet, private place free from didtoas and interruptions and
accessible to candidates with disabilities.
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» Seating ArrangementsSeating panel members and the candidate togatbend
a table is an effective seating arrangement. e not to have all panel
members on one side of the table and the canduetiee other, yet it is crucial
that candidates be seated in a position so thgtcée easily observe, hear and be
heard by the panel members. The seating arrangssieould be the same for all
candidates and facilitate open discussion.

C. Invite the Candidate

When inviting candidates to the interview, you neegrovide the following
information:

= The position they applied for including agency naand location of work.

» Day/date, time and location of the interview.

* The name of the lead interviewer and a telephomebeu to call if necessary to
either cancel or secure more detailed directions.

* Any additional requirements such as a writing eiserto be administered at the
time of interview (Note: The writing exercise mib&t approved by HRM prior to
posting).

Remember that no tests of any kind can be admiacst& the time of interview without
prior written approval from HRM.

You may also request that the candidate bring:

» Samples of their work. Work samples need to ratatee work that would be
done if hired in the position you are interviewifiog and that would aid in
demonstrating knowledge or skills such as stasibteports prepared, marketing
materials developed or lesson plans of coursestaug

» Prior evaluations of work performance such as perémce reviews or
complimentary letters/e-mails.

» College transcripts.

» Alist of references including name, title, addrasd telephone numbers.
Professional references such as those from emglayeschools are preferable.

At times, a candidate may decline an interviewncame reached or does not respond to
messages left inviting him/her to interview. létbandidate declines the interview,
document this on the referral list. If you are bieao reach the candidate after several
attempts by telephone or the candidate does npomnesto the messages inviting him/her
to the interview, document the dates and timestgtmphoned and left messages. The
decision whether to schedule an interview becawusamdidate did not get the message is
done on a case-by-case basis, considering théyathfacts and circumstances. For
example, if the candidate calls back after theriméevs have started and you are able to
fit them in the schedule, you can decide whethena&e that arrangement. However, if
you are unable to make arrangements with the ile@rpganel to schedule the interview
for another date/time to accommodate this one daieli you can decide to decline the
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candidate’s request. If a candidate claims to mmteyotten the message, you may not
want to extend the courtesy, except for the mostpailing reasons. If you believe the
candidate really did not get the message and #sorewas not his/her fault, then you
should try to reschedule if at all possible. Resae people interested in a job should
have notified the agency of the circumstances as as possible.

D. Prepare and Distribute the Interview Packets tdPanel Members

Prepare individual interview packets for each panember and distribute them before
the day of the interview. Before the interviewsyjiew the materials with the panel.

Packets may vary but typically include:

* Interview forms to be used for each candidate tighname of the candidate,
interviewer, day/date, time and location of themitew followed by the
interview questions. Allow space after each qoador the interviewer to take
notes®

» Copy of the job specification for the position.

» Synopsis of the duties of the position.

» Copies of the applications.

VIIl. CONDUCT THE INTERVIEW

A. Interview the Candidate

1. Welcome the CandidatdVhile the candidate waits for the interview, yoay
provide him/her with reading material (e.g., synsmd your section’s operations
and specific information about the position to led or agency brochures).
When it is time for the interview, as the lead miewer, greet the candidate,
introduce yourself, and escort the candidate tddbation of the interview.

2. Introductions At the interview, introduce each interview pamember, giving
his/her job title and some information about hisfbb. Take time to build
rapport with the candidate. Engage the candidasmiall talk to help the
candidate feel more at ease.

Tell the candidate about the:
* purpose of and agenda for the interview.

» how the position fits into the organization, thb puties, and
responsibilities.

8 See Appendixs for a sample Interview Evaluation form.
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* job specific information such as work schedulentregy provided,
working conditions (such as weather related), coores of employment
(such as drug testing, dress code, special regaitenthat must be met
during the probationary period such as obtaining@mupational license).
Be honest regarding the realities of the work emmnent such as high
volume assignments, cutting grass in 100 degreednedher
requirements.

* interview process: All candidates will be givere tame questions, each
panel member will ask questions and take notesiduhie interview, and
candidates will have an opportunity to ask question

3. Ask the Interview QuestiongEEach member of the interview panel will have
his/her pre-assigned questions to ask. To ensueffective interview, it is
important to use the following techniques:

* Show an active interest in the candidate and leisidieas but stay in
control of the interview. If only one candidateaifowed to discuss
unrelated topics, it can add bias to the interyieacess.

» Give the candidate time to respond to the questithithe candidate is
taking more than a reasonable amount of time, yay want to rephrase
the question or clarify the question.

« Use active listening techniqués_et the candidate do most of the talking
and listen to what the candidate is saying soytbatcan respond
accordingly.

» Ask follow-up, probing questions when you needifiztion of the
candidate’s response or need to get more spedétajled information
about the candidate’s role. Do not accept gerstaééments or pat or
vague answers.

» Politely keep the candidate on track and bring thewck to the question.

* Rephrase the question if the candidate does natrataohd.

* Do not “rescue” candidates by answering the quedtothem (e.g, “You
wouldn’t want to use Excel for that, would you?”).

» Listen for job attitudes and ideas as well as jobviledge and abilities.

» Take notes during the interview but do not disthptinterview by doing
so. Record what the candidate actually said oaddiin what context it
occurred (e.g. “He described a program he set tgréoo handle a
similar problem” not “Ms. Jones spoke in an effeetand persuasive
manner”). Evaluating the candidates’ responsesahdvior are done
after each interview.

* Review the candidate’s employment history, educadiad training and
ask questions to clarify any information needed.

» Conclude the interview questions with general qaastsuch as “Do you
have any questions for us?” and “Is there anytkisg you want us to
know about you?”.

° See Appendix H for an overview of active listengigjls.
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» Avoid salary discussions although you may clarify galary information
on the job application or ask about current salfamyissing from the job
application.

4. Ask for job referencesYou may have asked candidates to bring a list of
references when you invited them for the intervidfwnot, ask for references at
the end of the interview. A sample release fornttiem to sign is provided in
the appendix’ Remember that by submitting the electronic apgitm,
candidates grant permission for you to check ttefarences.

5. Tour the work site If possible, show the candidate around the vede&k This
will help the candidate make a better decision ahoaepting a job offer.

6. Closing Give candidates a brief overview of the apprgraktess, an
approximate time frame when they will be notifidzbat the outcome of the
interview and thank them for their interest in jble. Do not suggest to
candidates that they will be considered for otlesitons.

B. Second Interviews

In most cases, you will be able to decide who yduoffer your position to with just one
interview. However, some agencies require more tme interview and, after some
interviews, you may need to find out more aboutddwedidate.

Since consistency is critical for reliability, thaes for a second interview are the same.
Questions in the second interview are differentftbe first set. While the process of
developing the questions is the same, you are giyerobing for more details. The
interview panel may or may not change. (Check yme&ncy requirements.) If you are
keeping the same panel, the second interview shwlfrlclarify their opinions of the
candidate(s). The same steps should be takerstoweethis interview continues to be job
related and free from bias.

C. Reschedule Interviews
See Section VI, C.

IX. ARRIVE AT A DECISION

Generally you and your interview panel have revewach candidate after each
interview to clarify your notes. Once all of thearviews have been completed,
evaluation of the candidates begins. First you sétlthe stage for the review by
reminding the members of the panel about the ess@tt duties as well as common
rater errors: The more aware panel members are of potentiateswf bias, the more
bias can be avoided. Then, review all of the glatahave about each candidate.

19 See Appendix | for a copy of the Reference Cheele&se form.
1 See Appendix J for a list of common rater errors.
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The decision on which candidate to hire shoulddmetd on a number of criteria:

1. The Interview Panel members should review their notes takengithe
interview and assess the skills of each of the idaeks in relation to the essential
job duties. Please remember that if you had aidatelwith a disability, the
hiring decision can only be based on his/her gtititperform the essential
functions of the job.

Remember that using numerical ratings are not resemded and could obligate
you to select a candidate you do not really wanbtfweighted carefully.

2. Organizational Fit Does the information gathered from the candidafgport that
s/he can meet the demands of the job, such assgbddule or ability to
prioritize tasks? Does the candidate seem likeeshtare the goals of the
organization? Are the communication and interpeas skills adequate to get
along with co-workers or clients? Does it appéat the candidate can work as
part of a team? Again, decisions must not be baped race, gender, religion,
national origin, age, marital status, disabilitgxsal orientation, or veteran status.

3. Results of Reference Check&lthough record and reference checks are tyfyical
conducted only on the candidate you are considéoingire, be sure to consider
this information. Are the reference check resatissistent with the information
that was received during the interview?

Finally, as a team, narrow the field, identify et the two, preferably three top
candidates. If the top candidate does not acbegbb offer, you will be in a position to
make an offer to the next candidate.

X. CONDUCT RECORD, REFERENCE AND OTHER CHECKS

Check references before making a job offer! Refegeand other checks arsed to
verify information obtainedrom the candidate and to assess skills and asiliglevant
to the job*?

A. Record Checks

Record checks are straightforward fact-finding &sed@hey may be used to verify data
such as dates of employment, job titles, licensedifications or degrees. If checking on
a candidate who is already a state employee, youradth Resource Office can also
request a copy of the candidate’s personnel file.

2 See Appendix K for Guidelines for Reference Cheaid L for Guidelines for Interagency Access to
Personnel Records during the Hiring Process opddtp://www.delawarepersonnel.com/labor/
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Note: If a license, registration or certificateesjuired by professional or regulatory
agencies, you need to verify the authenticity efdocument.

B. Reference Checks

Reference checks are a conversation between atibmployer and someone who
knows the job candidate. The candidate is resptan®r providing references who can
be reached and respond to questions. By submitiegpplication, candidates agree to
the release of information from previous employdfghe candidate indicates they do
not want his/her present employer contacted, befdamot to make the contact without
the candidate’s consent — except, in accordandel®M guidelines, when the job
candidate is a current or former State employee hasoapplied for a position in another
State agency. You should be very careful aboetrioif any job without checking
references from the current supervisor.

When doing reference checks:

* The most useful references are those who have wavké the candidate.
However, you may need to accept personal referahtteeye is no work history.
If you are unable to contact the references giggyoti, be sure to ask the
candidate for other names.

» document who you are speaking with and their pmsiwith the organization.

» ask questions that focus on the candidate’s pdstvi@'s and accomplishments to
predict the candidate’s future behavior. Thesestijoies should be:

o job-related. The focus is on the candidate’s 3tit perform the job.
You may discuss performance in the past job, walkts, competencies
and appropriateness of past on-the-job behaviveid asking questions
about the candidate’s personal life such as religiarital status, age,
national origin, etc.

o focused on specifics. One reason for the chettkgain enough
information about your candidate to be able todeevho to hire. You
will want to supplement information you have alrggéathered so each
guestion you ask should address a specific neet@tidked to important
competencies.

» ask whether attendance was acceptable. Do nweves, ask about sick leave or
workers’ compensation as such questions couldteidéderal law.

» assess this information in the context of the sibnaand all other information
you have on the candidate. Did the reference gemseem to have given
accurate and truthful answers to your questionszhb reference providers see
the candidate in a similar manner?

» if necessary, share the information with the opferel members.

* use it as part of the decision-making process.

C. Other Checks

If required by law, other checks such as crimireadkground, drug testing, fingerprinting
or child/adult abuse registry will be conductedoM/with your Human Resource Office
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to coordinate these checks. If a conviction exigtsir Human Resource Office may
work with the Attorney General’s Office to determiifi this information is relevant to the
specific position.

After gathering this information, you may want &zonvene the interview panel to share
the information and make a final decision.

Xl.  MAKE A JOB OFFER

Be sure to check with your Human Resource Officertsure that you have received all

of the necessary approvals to hire and to dis¢wessandidate’s salary, start date, and any
other benefits before you offer the job to the emosandidate. In some agencies, your
HR Office may make the job offer for you.

For some classes, your Human Resource Office ailelyou make a conditional offer of
hire to the candidate you have chosen. This allgwsto say to the candidate that s/he
will be hired pending the successful completioé or more screenings or tests, such
as drug screening, a criminal background checkpoctional Capabilities Evaluation.
When positions to be filled require a candidatpdes these types of screening
requirements, it is critical that these requirerada@ enforced at all times. In other
words, you cannot require some candidates to gaghr these types of screenings and
not require it of other candidates when you atmjlvacancies. In most cases, these
types of screening requirements are required fqraaitions assigned to the job code.
For example, all candidates applying for Corredliddfficer must go through a criminal
background check. In this case, the screeningnegents are applied to all
Correctional Officer candidates who are made a itimnél job offer. In other cases,
these types of screenings may be required by pogitither than job code. For example,
one position assigned to Records Management Sig¢cray be required to pass a
Functional Capabilities Evaluation (FCE). In th&se, the screening requirement is
applied to the position and any candidate who idareaconditional job offer to fill that
specific position must pass the FCE. The offezraployment is withdrawn if the
candidate does not meet the predetermined requiteme

After the job offer has been extended and acceptedandidates who have been
interviewed must be notified in writing of your d&ion. Written notification promotes a
positive interaction with the State of Delaware] @andidates are more likely to submit
an application for future job openings. Sinceriee DEL system has automated this
process, check with your agency HR Office as thiglymost likely send out all
notifications.

Xll.  DOCUMENTATION OF THE HIRING PROCESS

Documentation of the hiring process will be maingal. Items to be retained are:
» referral list (online)
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» application for each candidate (preferably online)

» date, time, and location of the interview

* interview questions

* responses to questions for each candidate

» candidate responses to any additional tasks suahitasg exercises
» reference check or other results such as drugrsoggessults

» date of contact for invitation to an interview arahdidate response (if not
interviewed)

Documentation of the hiring process is criticatase of challenge. Without it, you are at

a disadvantage compared with a rejected candidabemust only remember his/her
interview. Check with your Human Resource Offioedny other requirements.
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Glossary of Terms

Career Ladder: A hierarchy of classes within a class series déisteddl and approved by
the Director, which permits employee movement alamgreer path without competition
upon meeting all promotional standards.

Class: All Merit positions sufficiently similar in dutiesesponsibilities and job
requirements to use the same salary range and title

Class Specification A written description of the distinguishing cheteristics of all
positions in a class, including typical duties aesponsibilities and job requirements.

Conditions of Hire: Conditions of Hire must be included on job pogsimnd require
approval from HRM prior to posting the vacancy.

Eligibility List: The list of applicants who have passed screenifpgoofequirements
and from which the referral list is created.

Essential Functions:The fundamental job duties of a position.
Examination: A written test. If required, it will be noted dhe posting.

Functional Capability Evaluation (FCE): In order to assess whether a candidate can
meet the physical requirement of the position, whagplicable, an FCE is administered
to assess strength and agility upon a conditiaiabffer.

Job Descriptions: Written statements that describe the duties, respiities, required
job requirements, working conditions, tools, equemtnused, knowledge and skills
needed, and reporting relationships of a partigolar

Job Requirements:Minimum entry requirements, including selectivgugements,
which must be met for an individual to be eligibde appointment to a classified position
or to take an examination. These requirements&jlgiinclude minimum levels or types
of education, training or experience or completibspecified examinations.

Preferred Qualification: A preferred qualification is education, trainingdéor
experience not specifically indicated in the joguieements that are desirable but not
required upon hire. The applicant does not haymssess the preferred skill to be
considered qualified for the position. Howeverliidnal consideration may be given to
those applicants who possess the preferred quidic

Ranking: When there are more than 30 qualified applicapgli@ants who passed
screening of job requirements will be scored amded.
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Referral List: A list of candidates given to the hiring managéhe hiring manager may
choose to hire anyone on this list.

Requisition to Fill Vacancies:Form used by hiring managers when requesting approv
to fill and post vacancies for recruitment purposes

Summary Statement:The class specification contains the summary sewemrlhe

hiring agency can choose to post with a summatgrsiant that specifically describes the
job duties and responsibilities of a particulararazy.
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Appendix A

Requisition to Fill Vacancies

The following pages contain the Requisition to Midicancies form.

Hiring managers may also access the form at
http://www.delawarepersonnel.com/HiringMgrs.asp

Human Resource Representatives may also accekshat
http://www.delawarepersonnel.com/HRMRep.asp
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DELAWARE EMPLOYMENT LINK

Requisition to Fill Vacancies

Position Description

Date of Request: | Budget Position Number(s)

Hiring Manager's Name:

Job Code: Department:

Hiring Manager’s Phone:
Pay Grade: Division:

Date of Vacancy: B Section :

Previous Incumbent’s Name: | Merit Title: Working Title:
Estimated Hiring Date: Interview Dates: -

Text Box (100 Characters

Standard Work Week: 37.5 Hrs. 40.0 Hrs. Physical Worksite(s) of Vacancy:
Other, please specify:
Work Hours/Shift: (i.e. 7:00 am — 3:30 pm)
Day: Evening: Night:

Weekends/Holidays Required: YesNo

Recruitment/Posting

Posting Duration: Specify # of Calendar Days (no less than 7, no rtiae 180)

Type of Recruitment

Merit Only
(Current permanent State of Delaware employeegis#ion covered by the Merit System and who haye
completed their initial probationary period.)
Open Competitive
(Open to all applicants)
Non-Merit Exempt (This position is exempt from the State of Delaavisterit System.)
List Comparable to Merit Class Title:
Do you want to use merit jelquirements to screen applications?
List Comparable to PG
Casual/Seasona(This position is exempt from the State of Delasvislierit system.)
List Comparable to Merit Class Title:
Do you want to use merit jelquirements to screen applications?

In-House
(Current agency employees in a position coverethéyMerit System and who have completed theirdhiti
probationary period.)
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Page 2 Requisition to Fill Vacancies:

Employment Type Employment Term Employment Schedule
Anticipated Vacancy Regular Full-time
Actual Vacancy Casual/Seasonal Part-time
(Text Box)
Limited Term
(Expected duration of
employment )

Summary Statemen (Check box to include the generic summary stat¢merob posting OR, if desired,
you may replace generic statement by providingreege overview of the duties of this position irasp

provided below.) (500 character limit)

Additional Posting Requirements(s): (Check bointdude additional posting requirement(s).)

Selective Requirement

Writing exercise

Preéel Qualification

Ftinoal Capability Evaluation

Selective Requirement/Preferred Qualification:

External Advertising

News paper Ad

Specialized Locations (List Journals, websites) etc

Notes to Hiring Agency HF

Approvals

Approved by:
Supervisor/Manager:

Hiring Authority (i.e. Division Director):

Date:

Date:
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Appendix B

Guidelines For Requests For Posting Positions WitBelective Requirements
June 2005

In accordance with Merit Rule 6.2.3 “The appointaaghority may announce a vacancy
with selective requirements, providing the justtion for such requirement is job-
related.” The merit rule definition for “SelectiRequirement” is any education,

training, and/or experience not specifically indézhin the job requirements of a class
specification that are required as they are consttlpb related and essential for
effective performance in a specific position at tinge of hire.” The purpose of a
selective requirement is to account for requiremémat are essential for job performance
in a particular position within a class but notuigd for all positions within that class.

In order for the merit rules to be applied apprajaly, these standards are provided to
assist agencies in determining and defining selecgquirements. Selective
requirements must meet the same legal and profedstandards as other requirements,
written tests, licensing, registration, and cezéifion. Selective requirements must meet
the following standards:

» Valid. In order to determine validity, the selgetirequirement must be job related
and absolutely essential for successful job perémce.

* Needed at Entry. Requirements that cover knowleslkglis, and abilities that can be
acquired or learned on the job in the customariodesf training or a reasonable
period of time should not be included as selectives

» Significant core, essential functions of the joattare directly linked to the primary
purpose of the position usually indicated by thgamig or significant amount of the
time or the critical nature of the job duties temdions.

* Operationally needed. Operational need is basedioant staffing resources. The
lack of staffing resources with the particular kiesge and skills to perform the
work can be justification for adding selective regments for a position at a
particular point in time.

» Discernable from applications. The selective regfuent must be clearly written and
a factor that can be screened from an application.

* Not covered by Human Resource Management appravedrsng devices for that
classification.

* Be non-specific as to Delaware, an agency, systeprogram. There may be
exceptions in some cases for Merit Only or In-Hojakepostings.

» Be consistent with the class specification andekiel of work described for the
class/position for which you are recruiting.

* Not requested for one position classes. If theily one position in the class, the
requested selective should be a job requirement.
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Appendix C

Writing exercises

All writing exercises must be approved by OMBMRefore the position is
posted. After approval, standard language wilhded to the job posting that a
writing exercise will be administered at the tinfdélee interview. The use of
writing exercises as part of the interview prodesappropriate where narrative
writing is an essential skill. Writing exercises\ge as an additional factor used
in the selection process to determine the bestfgpshtandidates.

At the time of interview, writing exercises miag given to candidates to gain a
more complete picture of their skills. They ard#used onlyor gathering
information about:

» paragraph structure, organization, clarity — dbespgaragraph have a clear
beginning and follow a clear, logical sequencentoegnd?

» thoroughness — does the paragraph include enoileylare facts, and
avoid unrelated ones, to support the conclusion?

e grammar, punctuation, and spelling — the degreehioh the candidate
uses correct sentence construction and spelling.

Writing exercises are noised to:
» gain information about an candidate’s job knowledgeersonal beliefs.
* rank candidates.
» test computer, formatting or keyboarding skills.

All candidates who are interviewed must recéineesame writing exercise.

Provide the candidates a quiet, well-lit spacedrk and all of the supplies
needed to accomplish the task. Most candidatadde able to complete the
task on a computer. If a computer is not availabléhe candidate is
unable/unwilling to use the computer, paper anctipshould be provided.

All writing exercises will use the following itrsctions:

The purpose of thiswritten exerciseis to assess your writing skills for paragraph
structure, grammar, punctuation, spelling, organization, clarity, and
thoroughness. You have 30 minutes to complete this exercise. Please choose
from one of the following questions and develop a written response using the
computer provided. Type your name and date on the document. Contact the test
administrator when you are finished.

Candidates should be given a choice of respgrdione of at least two
scenarios/questions.

30



Appendix D

Insurance Coverage Office (ICO)/Risk Management Preess for Functional
Capabilities Evaluation (FCE)

Agency HR completes the Functional CapabiliEgaluation Request form and
attaches the job descriptiadding any position specific information to the job
description that would help give a clearer pictofréhe position’s duties. This
information is then forwarded to ICO/Risk Manageinagactronically or in hard
copy form, copying the Manager of Employment Se¥sic

ICO/Risk Management reviews the FCE Request andésbription upon
receipt.

ICO/Risk Management schedules an interview aeetimg with the front line
supervisor(s) of the position for completion oba pnalysis. A job analysis will
be created for each position being considered f&C&, breaking it down into the
physical components of the position, considerirggghysical requirements and
the frequency of these physical requirements. Safitiee physical requirements
that will be considered are standing, sittingiridt bending, stooping, weight
amounts involved, the amount and intricacy of madeaterity required,
distances involved, etc.

When ICO/Risk Management meets with front linpesvision, front line
supervisors should be prepared to provide a tothieofacility, examples of the
tools and equipment being used, and detailed irdtiom regarding the physical
requirements of the position so that the job angalymy be completed a the time
of the interview. ICO/Risk Management will wantdbserve the functions being
performed at various times throughout the interyieacess. Depending on the
position being considered, this review may requaire visit or several different
visits to assess the extent of the physical caifiabikequired for this position.

Once the Job Analysis has been completed byR3®Management, a
determination will be made as to whether a FCEeensary or if
accommodations can be made to eliminate the needFC€E. Then, ICO/Risk
Management will advise agency HR and OMB/HRM oirthecommendations.

If a FCE is recommended by ICO/Risk Managenmemhysical Requirements
Statement will be developed by ICO/Risk Managentete reviewed and signed
by candidates being considered for the position.

Once developed, ICO/Risk Management will forwiarthoth the agency and

OMB/HRM a copy of the Physical Requirements Stat#nf@r inclusion in the
application process.
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10.

11.

12.

Once it has been determined based on the Jdgséthat a FCE should be
developed for the position, ICO/Risk Management eahtact the FCE provider
and have an FCE developed for the considered positi

Once a potential candidate has been decided thpough the hiring process, HR
should contact ICO/Risk Management to set up tipecgpiate FCE test date and
time.

ICO/Risk Management will advise agency HR @ftilme, date, and testing
location once arrangements have been finalized.

Once the test has been completed and theesedts received, ICO/Risk
Management will notify agency HR and OMB/HRM of tiest results.

A minimum of 6 weeks lead time is required F&E testing from notification of
ICO/Risk Management to test results.
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FUNCTIONAL CAPABILITIES EVALUATION (FCE) REQUEST FO RM

SECTION 1
Date of Request: Name of Requestor: Title of Retqpues
Agency Class Title Class Code  BP Number
Phone # of Requestor Fax # of Requestor Working Tiftapplicable)
Agency Contact: Agency Contact Phone #: Agency &drftax #:

What physical capabilities should be tested fas gasition? (For example: Ability to lift
in excess of 50 pounds continually; the abilityiftot50 pounds over the head, etc.)

Why do you believe a Functional Capabilities Evabrais required for this position?

Yes No

1. To your knowledge do the physical requirementfis position vary
daily or do the physical requirements of the positiemain relatively the
same each day?

2. Have the physical requirements of this positibanged since the last
hire was done for the position?

Please attach a copy of the Position Description this Request Form.

SECTION Il (For ICO Use Only)

ICO Representative:

Date: | Recommended: | Not Recommended:

Date Recommendations Returned to HR/HRM:
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Appendix E

Questions That Cannot Be Asked During an Interview

To comply with Federal and State mandates, careBdannot be asked certain
guestions. If the answer is observed during theriew, it cannot influence the hiring
decision. These include:

1.

Age or Date of Birth The Age Discrimination in Employment Act of 1967
prohibits employment discrimination against indivads aged 40 or older. If
there is a legally required age to be qualifiedtfiar position, it will be a job
requirement. If you are hiring a minor into a piasi with duties such as cooking,
driving, working with hazardous materials or heavgchinery that are covered
by Federal Child Labor Rules, you may ask for akymermit. Check with your
Human Resource Office for more guidance.

Gender Gender-related questions are prohibited excéptwvthere is a bona fide
occupational qualification requirement. A bonafamtcupational qualification
indicates that a group/class of employees wouldeable to perform the job
safely and efficiently and the qualification is $eaably necessary to the
operation of the busines€ontact HRM if you believe your vacancy may meet
the bona fide occupation requirement.

Marital/Parental StatudDo not inquire about marital or parental staisluding
pregnancy, number or age of children, or infornmratbout child care
arrangements such as:

* Do you prefer to be called Mrs., Ms. or Miss?

» If pregnant, what is your due date?

* How many children do you have? What are their 2ges
» Are you planning to have children?

* What arrangements have you made for child care?

* What was you maiden nhame?

* What was your prior married name?

* What is your spouse’s name?

* What type of work does your spouse do?

Race/Ethnicity Questions related to an individual's race ongtlgroup are
clearly inappropriate. The Civil Rights Act of ¥@s amended) prohibits
discrimination based on these facts in making iadpidecision.

Citizenship Questions about the applicant’s national orag@e discriminatory.

However, you may ask all applicants, “Are you légaluthorized to work in the
United States on a full-time basis?” if there avaaerns that applicants may have
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work authorizations expiring soon or being authedibnly for a specific
employer. Typical questions that should not beedskclude:

* Are you an American citizen?
* What is your first language?
* What country did your ancestors come from?

6. Religion, Schools and OrganizatioriBhe Civil Rights Act of 1964 also prohibits
discrimination based on religion in making a hirgegision. Do not ask about
the applicant’s religion, the religious, racial,r@tional affiliation of schools
attended or membership in organizations that renaea, national origin, or
religious affiliation. However, you may ask abawilability for work on
specific days (Friday, Saturday or Sunday), ifwloek schedule is a requirement
of the position.

7. Criminal Record Do not ask if the applicant has ever been adesArrests do
not necessarily lead to convictions.

If you see a conviction listed in the applicamti®rmation, please contact your
Human Resource Office per how to handle any passjbéstions pertaining to
the conviction.

8. Other Personal InformatiorOther areas of questioning that may be unlawful
inappropriate include the following:

* Credit Record.

» Fidelity bond ever refused.

e Garnishment record.

» Political beliefs.

» Height and weight, unless directly related to periance of the job.
* Automobile ownership.

* Union affiliation.

» Prior Workers’ Compensation claims.
» Sexual orientation.

* Genetic information.

* Vietnam era veteran’s status.

* Prior drug use.

Also see Appendix F, Section G regarding questtmmgerning job attendance.

35



Appendix F

Americans with Disabilities Act Questions and Answes

In 1992, the Americans with Disabilities Act wenta effect, prohibiting discrimination
in all employment practices, including recruitmeadyertising, interviewing and hiring.
This section answers some commonly asked quesegasding the Act and the
interviewing/hiring process.

A. Who is covered by the Americans with Disabibti&ct? All qualified individuals
with a disability that substantially limits one miore of the major life activities
are covered by this act.

B. Who is a "qualified individual with a disabil?y A qualified individual with a
disability is a person who meets legitimate skiperience, education, or other
requirements of an employment position that s/Hdshor seeks, and who can
perform the essential functions of the positiorhvat without reasonable
accommodation. Requiring the ability to performs&sial” functions assures
that an individual with a disability will not be gsidered unqualified simply
because of inability to perform marginal or incitenob functions.

C. What are essential functions of the joB8sential functions of the job are those
job duties that are so fundamental to the positian the individual cannot do the
job without being able to perform them. Therethree acceptable reasons why a
job function may be considered essential:

» The position exists to perform the function (eagtypist must type, a
proofreader must proofread; a vehicle operator muge, etc.)

* There are a limited number of employees availablgetform the
function. (The larger the staff, the harder itasnake this argument.)

* The function is highly specialized and the emploige@red specifically to
perform it (e.g., a language interpreter, airlifletpetc.)

D. What is a reasonable accommodatidhPeasonable accommodation is a
modification of the employment process, the joblftor work environment that
enables a qualified individual with a disabilityhave an equal opportunity to
show his/her skills or to perform the job.

E. Can an employer be required to reallocate agngiss function of a job to another
employee as a reasonable accommodatiin?An employer is not required to
reallocate essential functions of a job as a restderaccommaodation.

F. When does an employer have to provide a reagwaabommodation?
If requested by the applicant or employee, an eyaplmust provide a reasonable
accommodation unless the employer can show thatding such an
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accommodation would pose an “undue hardship” orethployer i.e., it would be
unduly costly, extensive, substantial, or disruptier would fundamentally alter
the nature or operation of the business, or thatyed, the individual would pose
a direct threat to the health or safety of himbkelféelf or others. In the latter
case, there must be a significant risk of substhhéirm. Please contact your
Human Resource Office for more information.

What are examples of questions that can be alik@ug the interview?

The employer may ask about the ability of a caatido perform the job with or
without a reasonable accommodation. Although apleysr may inquire about
both essential and non-essential job functionshitieg decision can only be
based on the candidate’s ability to perform themsal functions of the job.
Examples of permissible questions include the Valhg:

* Can you meet the requirements of our attendanaeypol

* How many days absent in the past year? Howevercgonot ask why the
candidate was absent, how many sick days werearsauything
pertaining to workers’ compensation. Do not asloW-up questions.

* Can you perform the tasks of this position witlwathout an
accommodation?

» Describe or demonstrate how you would performfilngtion, with or
without an accommodation. (Such a question can loalsgisked of
candidates who have a known disability that mighvpnt them from
performing a job function. If the known disabilityould not interfere
with a job function, the individual could only beked to demonstrate job
performance if all other candidates must do san)applicant may be
given a physical agility test if all applicants aeguired to take the test.

What are examples of questions that cannot kedais the interview?

The employer may not ask questions related taanelidate’s disability or that
would uncover the existence of a disability. Aatog to the EEOC, the
following are examples of questions tlcatnot be asked during the interview:

* Have you ever had or been treated for any of thewng
conditions/diseases?

» Please list any conditions/diseases for which yaelbeen treated in the
past three years.

» Have you ever been hospitalized? If so, for wioatdition?

* Have you even been treated by a psychiatrist/psggls? If so, for what
condition?

* Have you ever been treated for a mental condition?

» Is there any health related reason you may nobleeta perform the job
for which you are applying?

* Have you had a major illness in the last five yRars

» How many days were you absent from work becau#imess last year?
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» Do you have any physical defects which precludefyomn performing
certain kinds of work? If so, describe these dsfaad specific work
limitations.

* Do you have any disabilities or impairments thay ratiect your
performance in the position for which you are ap§

» Are you taking prescribed drugs?

* Have you ever been treated for drug addiction asladlism?

* Have you ever filed for workers’ compensation isswe?

Can an employer consider health and safety wdeerding whether to hire an
applicant or retain an employee with a disability@s. The ADA permits
employers to establish qualification standards wiktexclude individuals who
pose a direct threat -- i.e., a significant rislsobstantial harm -- to the health or
safety of the individual or of others if that risknnot be eliminated or reduced
below the level of a direct threat by reasonabt®maunodation. However, an
employer may not simply assume that a threat extstsemployer must establish
through objective, medically supportable methods there is significant risk that
substantial harm could occur in the workplace.

Does an employer have to give preference teaéifigd applicant with a

disability over other applicants®o. An employer is free to select the most
qualified applicant available and to make decisioased on reasons unrelated to
a disability. For example, suppose two personsyaiopla job as a typist and an
essential function of the job is to type 75 words minute accurately. One
applicant, an individual with a disability, whopsovided with a reasonable
accommodation for a typing test, types 50 wordspieute; the other applicant
who has no disability accurately types 75 wordsmiaute. The employer should
hire the applicant with the higher typing speedg¢sityping speed is needed for
successful performance of the job.
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Appendix G
Interview Evaluation Form

The following page contains a sample Interview Batbn Form for the individual
members of the interview panel to use.

During the interview the notes you take should bedive, simply recording what the
applicant said. They should also be complete eméargyou to be able to understand
what the applicant meant when you discuss the egogliater in the process.

The notes will become part of the documentatiothefhiring process.
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Interview Evaluation Form
State of Delaware

Candidate Name

Interviewer
Name/Title

Date

Job Title

Interview Question #1

Notes:

Interview Question #2

Notes:

Interview Question #3

Notes:

Interview Question #4

Notes:
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Appendix H

Active Listening

Active Listening is a way to improve understandiyghaving the listener check with the
speaker to make sure the speaker is understooectgrr The listener focuses attention
on the speaker, hearing the speaker’s works arehahg the speaker’s behavior and
body language. The listener’s goal is to undetsthe speaker as if the listener was
walking in the speaker’s shoes.

As a listener, you will:

» focus your attention on the subject. Use bodyuage and attention to signal
your interest and stop all non-relevant activities.
» check for understanding:
0 restate or paraphrase the speaker’'s message.
0 summarize the speaker’s main points.
0 probe or question in a way that requests more nmétion or clears up
confusion.
0 check perceptions to make sure they are valid aodrate.
* not attend to distractions such as background spwews out of the window,
uncomfortable chairs, etc.
» set aside your biases and opinions.
» refrain from jumping to conclusions
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Appendix |
Reference Check Release Form

The following page contains a sample Reference CRetease Form.
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Reference Check Release Form
State of Delaware

I, (candidate’spaauthorize employers with
whom | am currently or previously employed and otleéerences (co-workers, personal
references, etc.) to verify and release informatiotine State of Delaware for conducting
employment references.

Name:
Title:
Address: Businegs] Other| ]

Telephone: Busines$s] Other] ]

Nature of Affiliation:

Name:
Title:
Address: Businegs] Other| ]

Telephone: Busines$s] Other] ]

Nature of Affiliation:

Name:
Title:
Address: Businegs] Other|_]

Telephone: Businesgs] Other] ]

Nature of Affiliation:

Candidate Signature Date
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Appendix J

Rater Errors

Interview panel members may make irrelevant infeesrabout variables that are not job
related. This results in rater error. The usa diverse interview panel, standardization
in the questions asked, note taking, and the i&iam anchors to evaluate the candidates
all help reduce this type of error. Awarenessheftypes of rater errors also reduces the
errors made. Listed below are common rater errors:

1.

10.

Halo Effect. The tendency to allow a favorable first impreasimpressive
answers to initial questions, or high ratings dava factors to positively affect
the remainder of the ratings. Common halo fachoesphysical appearance,
height, grooming, and eye contact.

Horns. The tendency to allow an unfavorable first impres, unimpressive
answers to initial questions, or low ratings toategly affect the remainder of
the ratings — the opposite of the Halo Effect. @wn horn factors are shortness,
excessive weight, unattractive appearance, lackedfal fluency, or poor muscle
or nerve control.

Leniency. The tendency to rate all candidates at the hngho# the scale.
Strictness.The tendency to rate all candidates at the lodvadithe scale.

Central TendencyThe tendency to rate all candidates as average.

Contrast. The tendency to rate candidates based on therpexrhce of preceding
candidates. For example, if a mediocre candidadlews a poor candidate, the
mediocre candidate may receive an inappropriatiglydn rating.

Primacy. The tendency to make a quick evaluation of thmelickate at the
beginning of the interview. Primacy may be refdne as the “love (or hate) at
first sight” syndrome.

Recency.The tendency to evaluate the candidate baseldediast few minutes of
the interview — the opposite of Primacy.

First/Last. The tendency to remember the first and last cates interviewed
more than those in-between. One way to avoidishis rate each candidate
immediately following the interview. Other factarelude conservatism (i.e.,
central tendency) during initial interviews anddae and inattention after a
series of interviews.

Stereotyping.The tendency to allow preconceived, generallyefalotions,
biases, or prejudices regarding a particular gtoupfluence rating objectivity.
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11.

12.

13.

14.

15.

16.

Women, men, minority groups, ethnic and religiotmugs, and individuals with
disabilities are all subject to being stereotypgdhierviewers.

Generalization. The tendency to draw a general conclusion aagubup based
on one or two examples. The typical thought pregeses something like the
following: “We hired a (female, male or Black orsidanic or whatever)
employee once and s/he didn’t work out. Therefaewon’t do that again.”

Similar to me.The tendency to establish rapport with individuahose
backgrounds, experiences, and interests are sitaitzur own.

Naive Implicit Personality Theoryl'he tendency to assume that relationships
exist between unrelated personality characterisfiag example, we assume
(often falsely) that people with strong handshakeshonest and reliable and
those with steady eye contact are telling the truth

Manipulation. The intentional manipulation of interview restutlisaccomplish a
purpose other than determining the best candiddte.only does manipulation
result in inferior decision making, but it is preggonally unethical.

Overreaction to Negative InformatiolVe pay approximately twice as much
attention to negative information as we do to pesiinformation. The result is
relatively higher scores for consistent, medio@edidates over candidates with
apparent strengths and weaknesses. Intervieweutdshote both positive and
negative information.

Spurious VariationThe tendency to differentiate based on real iviat
differences.
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Appendix K

Guidelines for Reference Checks
Human Resource Management
State Labor Relations Services

Reference checking is an essential element ofrtipayee selection process for
several reasons. Respected HR sources maintaingha one-third of all resumes
contain material falsehoods. Also, reference ch@uirease the probability of
gaining better information about applicants thael@cting official’s intuition or
instinct. They also confirm employment dates that revealinexplained
employment gaps. Finally, they can protect the investment we makihose hired
and promoted, and help reduce disruptive and ce&ly turnover or retention
burdens associated with bad selection decisions.

Some employers are reluctant to reveal informadioout former employees out of
fear that doing so will lead to a lawsuit—even thloumany states, including
Delaware, have laws that protect employers whdaisdruthful information about

current or former employee&ee 19 Del. C§ 709.

Despite this reluctance, State agencies shouldummeference checks. By
contacting former employers, they can at leasfyénat applicants actually worked
for specified employers for particular time perioddso, many employers are still
willing to give recommendations, especially for gamployees. Finally, and most
critical, agencies must at leagtempt to obtain employment references to
demonstrate due diligence in the hiring process,amoid claims that they failed to
exercise reasonable care when selecting new ermgdoy&gencies responsible for
patient care, or child protection, among others,adiready mandated to take specified
measures in this regard.

Agencies that provide information about currentoomer employees should
document the source of the information providedylom it is given, and who gave
it on their behalf. Agencies should also disclosly accurate factual information
which has been documented in the employee’s peesdifen

If a current or former employee has filed a griemgrcomplaint, charge or lawsuit,
no information about this should be disclosed to any outside eyaplor State
agency. Finally, agencies must, of course, befulanet to contact the current
employer, without the applicant’s consent-excepgdcordance with the OMB HRM
guidelines, when the job candidate is a currediwner State employee who has
applied for a position in another State agency.

What can we disclose—accurate and factual relanfmmation that would not
intrude upon reasonable notions of privacy.
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Appendix L

Guidelines for Interagency Access to Personnel Rews During the Hiring
Process
Human Resource Management
State Labor Relations Services

To enhance selecting officials’ ability to maketbeinformed and timely hiring
decisions, a State agency (“Hiring Agency”) mayieevcopy specified and relevant
information from the personnel recotds candidates currently employed by any
other State agency (“Employing Agency” that hasdadaites’ personnel records)
upon request by email to the Employing Agency hunesource office. To
streamline the hiring process and maintain compgasith Merit Rule 16.1, a
specified agency human resource official shalls@wthe “Director’s designee” for
purposes of reviewing/copying records.

Hiring agency requests shall be reasonable andenahduly burdensome upon the
employing agency in either scope or quantity. Emiplg Agencies shall
accommodate such requests and respond in a tinoel pleat facilitates the hiring
agency’s ability to expedite candidate assesshaemnt the hiring process (generally,
within 3 business days). To ensure confidentialftyecords in accordance with
Merit Rule 16.1, all communications about the revempying of records shall be
made between agency human resource staff, andrenhshall be permitted to
review/copy these records.

The Director’s designee may summarize or otheraas®ey applicable information
from these records to selecting officials, suciphgerformance, attendance (only
the number/duration of non-FMLA covered absenceg lbeareleased) and discipline;
which maintaining medical records confidentialiyd applying the applicable
selection standards set forth in the Merit Rulesadlective bargaining agreement
that governs the subject selection process.

Merit Rule 16.1 Master Personnel Records. A mastesonnel record for each
employee shall be established and maintained dy agency. The records shall
include copies of: application for employment; eaygle Performance Review
documents; grievance records; verification of etinoaand employment and any
other records or information considered appropridtethe discretion of the Director,
these records may be either physical (hard) capiesmputer-stored data.
Personnel records are confidential and shall baetaiaed as necessary to ensure
their confidentiality. These and other employemords shall be readily available for
review by the Director or the Director’s designéénauthorized disclosure of any
portion of a State employee’s records shall be mpisdor dismissal.

'See Recommended Guidelines on Employee Files.
2See Reference Checks document.
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Appendix M
Related Delaware Web Sites
Office of Management and Budget/Human Resource Mamggement

Office of Management and Budget/Human Resourcedgament -
http://www.delawarepersonnel.com/default.shtml

Department of Labor

Department of Laborhttp://www.delawareworks.com/

Delaware Code

Delaware Code Title 29 Chapter 59
http://delcode.delaware.gov/title29/c059/index.ghtm

Merit Rules

* Merit Rules - http://www.delawarepersonnel.com/mrules/
* Recruitment Proceduresttp://www.delawarepersonnel.com/policies/

Hiring Forms

http://www.delawarepersonnel.com/hrmrepdata/docusiéel/Req to Fill Vacancy.doc

Relevant Orders, Policies and Procedures

* ADA Procedures http://www.delawarepersonnel.com/policies/

* Executive Order 8 - Continuing Equal Opportunityifty Standards And
Practices For Delaware Government -
http://governor.delaware.gov/orders/exec_order tdish

» Guidelines on Equal Employment Opportunity (EEQJ adffirmative Action
(AA) - http://www.delawarepersonnel.com/diversity/docurséntide.pdf

* Minority Resource List for Selection Interview Ptne
http://www.delawarepersonnel.com/diversity/docursgesource list.pdf

* Relocation Assistance Guidelines and Procedures -
http://www.delawarepersonnel.com/policies/docshratimn_guidelines.doc

» Guidelines for Reference Checkisttp://www.delawarepersonnel.com/labor/

» Guidelines for Interagency Access to Personnel Risdduring the Hiring
Process http://www.delawarepersonnel.com/labor/
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Appendix N
Related Federal Web Sites

Federal Government — General Information
This brings you to the federal government web pages

The White House www.whitehouse.qgov/

Disabilities
These are the relevant regulations that prohisitridnination on the basis of one’s
disabilities.

* Americans with Disabilities Act http://www.ada.gov/
* Rehabilitation Act of 1973, Section 503 and 504 -
http://www.ed.gov/policy/speced/reg/narrative.html

Enforcement Agencies
Equal employment laws are enforced by a varietipdéral agencies. Relevant ones
include:

* United States Equal Employment Opportunihttp://www.eeoc.gov/
* Department of Laborwww.dol.gov/
» Office of Federal Contract Compliance Programs (OPL
» http://www.dol.gov/esa/ofccp/index.htm
* Employment Standards Administratiomtp://www.dol.gov/esa/
» Fair Labor Standards Act/Child Labor Laws
» http://www.dol.gov/compliance/audience/youth.htm
» Office of the Assistant Secretary for Administratiand Management
(OASAM) - http://www.dol.gov/oasam/

Prohibition of Discrimination

A number of laws and regulations prohibit discriation on the basis of race, color,
religion, sex, national origin or age, both by tederal government and by organizations
receiving various types of federal assistance atracts. These include:

» Title VI and Title VII of the Civil rights Act of 264, as amended in 1972 and
1991 (42 U.S.C. 2000d to 200d-4 and 2000e-16) guidance as codified in
29 CFR Parts 1604, 1605, 1606, 1607, and 1614
http://usinfo.state.gov/usa/infousa/laws/majorlawhd 9.htm

» Equal Employment Opportunity Executive Order 11246
http://www.dol.gov/compliance/laws/comp-eeo.htm

» Section 167 of the Job Training Partnership Act@82

» http://www.dol.gov/oasam/regs/statutes/jtpa 167.htm

* Vietnam Era Veterans’ Readjustment Assistance At6@4 (38 U.S.C.
4212) -http://www.dol.gov/esa/ofccp/regs/compliance/ca raawhtm
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» Age Discrimination in Employment Act of 1967 (Publiaw 90-202)
http://www.eeoc.gov/policy/adea.html

» Age Discrimination Act (ADA) of 1975
http://www.dol.gov/oasam/reqgs/statutes/age act.htm

Professional Assessment Standards

The guidelines provide a framework for determinting proper use of tests and other
selection procedures:

Uniform Guidelines on Employee Selection Proceslure
www.uniformguidelines.com
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