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Introduction
This manual will provide you with guidelines for planning a test administration, sample checklists, and sample documentation that will help you administer a selection assessment in a standardized approach that allows candidates the best opportunity to demonstrate their job-related knowledge, skills, and abilities.  

Planning a Test Administration
There are several steps you should take when preparing to administer an exam.  Most decisions you will make during the planning stages will be driven by ensuring the assessment process is appropriate and consistent for all candidates.  Regardless of the type of examination, the following issues will need to be addressed in planning the administration:

1. Location
2. Schedule
3. Personnel needed
4. Rater/Proctor Training
5. Materials needed
6. Making reasonable ADA accommodations
7. Test Security

The order in which you address these issues is not important and it is likely that limitations in one category will affect decisions in another category.  This is the order, however, that will be followed in these guidelines and in the Test Administration Checklist found in Appendix A.

Location and Schedule
Location and scheduling decisions will be dependent on the type of test; however, every testing location should be as free from outside distractions as possible, allow candidates to be reasonably comfortable, and have adequate lighting.  Table 1 provides location and scheduling considerations for the most common types of selection tests.

Table 1: Location and Scheduling Considerations
	Test Type
	Commonly Used Schedule
	Location Requirements

	Written Test (paper and pencil or computer administration)
	Group Administration
	Enough tables and chairs to allow space between applicants so that they cannot easily see each other’s work; if multiple rooms will be used, ensure the environment is the same in all rooms.

	Structured Interview
	Individual Administration
	Waiting area for candidates and a private area for the interviews where the waiting candidates cannot hear the questions being asked

	Work Sample
	Group or Individual Administration as appropriate
	Enough space as appropriate for the type of work sample being conducted; waiting area for candidates if appropriate

	Physical Ability Test
	Individual Administration
	Appropriate space for the type of test and good vantage points for the raters


     
After you have determined what type of schedule to use and where the assessment will be held, you can set up the schedule for the administration.  Tables 2 and 3 demonstrate typical schedules for a group administration and an individual administration.  If raters will be rating the assessment per administration, remember to schedule enough time between administrations for discussion.

Table 2: Individual Administration for 30 minute interviews
	Candidate ID
	Registration in Waiting Area
	Structured Interview Administration

	10012100
	9:15am
	9:30am

	10012200
	9:55am
	10:10am

	10012300
	10:35am
	10:50am

	10012400
	11:15am
	11:30am

	10012500
	11:55am
	12:10pm

	10012600
	12:35pm
	12:50pm




Table 3: Group Administration
	Activity
	Time
	Running Time

	Assessors set-up room & materials
	15
	--

	Candidates sign-in
	15
	30

	Instructions read to candidates
	10
	40

	Test administration 
	90
	130

	Total
	
	2 hours and 10 minutes



Scheduling conflicts such as planned vacations or illness will arise.  You will have to determine what, if any, rescheduling options you will offer.  Rescheduling procedures need to be consistent throughout a specific test administration.  If possible, rescheduling procedures should be consistent for all employment tests or for all employment test types.

After the schedule and location decisions have been made, candidates can be notified of the test.  Appendix B provides a sample notification letter inviting candidates to participate in a physical ability test and written test.

Personnel and Rater/Proctor Training
As with the location and schedule, the personnel needed to administer a test is dependent on the type of test.  Table 4 provides personnel considerations for the most common types of selection tests.

Table 4: Personnel Considerations
	Test Type
	Recommended Personnel
	Preparation Requirements

	Written Test (paper and pencil or computer administration)
	· 1 Proctor for every 30 candidates
· 1 Proctor to register candidates, be the timekeeper, and minimize distractions
· Troubleshooters on call for equipment malfunctions (e.g., IT is available for computer administrations)
	· Train Proctors in administration process
· Check availability of troubleshooters

	Structured Interview
	· At least 2 raters who occupy positions one level or higher above the vacant position
· 1 representative from HR
	Train raters in administration process, the interview scoring method, and common rater errors

	Work Sample
	As many raters as necessary to observe the candidates performing the task
	Train raters in administration process, the work sample scoring method, and common rater errors

	Physical Ability Test
	As many raters as necessary to observe the candidates performing the task
	Train raters in administration process, the test scoring method, and common rater errors


In order to make the assessment process as consistent as possible for all candidates, Proctors should have
 
· A script for the instructions they will provide to the candidate 

· Guidelines for answering candidate questions 

· Instructions for 

· Handing out and collecting exam materials
· Timing the exam  
· Addressing late candidates
· Allowing/not allowing restroom breaks 
· Actions to take when a candidate is obviously cheating on the exam
· Documenting mistakes found in the exam materials
· Documenting unusual events (e.g., equipment malfunctions or major disturbances)  

See Appendix C for an example of proctor instructions for a civil service written test administration.  

Regardless of the type of tests, all employees involved in the process should be careful to remain neutral during their conversations with the candidates and remember that some topics of polite conversation (e.g., children, transportation, health, etc.) should be completely avoided during the assessment process as candidates may feel employers use that information to make biased hiring decisions.

Rater training is required for any exam that involves employees evaluating the performance of candidates.  At minimum, the training should include:

· What steps are involved in administering the exam

· How the candidates will be evaluated

· Common rater errors
       
See Appendix D for an example of a rater training fact sheet for structured interviews.

Materials
The necessary materials checklist will be the same for most types of tests.  Ensure that:

· There are enough materials for the number of candidates at the exam administration.  If feasible, have extra materials available.

· The location can support the materials you are using.

· There is a transportation plan for the materials if the exam is administered off-site.

· The materials are functional before candidates arrive.

See Appendix C for an example of the materials required for a typical written test administration.

Making reasonable ADA accommodations
All State of Ohio job bulletins invite candidates to request exam accommodations if they have a disability.  While the candidate is obliged to tell you which part of the exam they need an accommodation for, you do not have to provide the exact accommodation the candidate requests.  You should interact with the candidate to determine what accommodations are reasonable to make for the exam.  Most likely, you should be able to make an accommodation.  

Common reasonable accommodations include

· Allowing the candidate to take more time on a test.

· Providing the materials in a larger font size.

· Reading the test material to the candidate.

· Allowing the candidate to use modified equipment such as a large button calculator.

· Allowing the candidate to take the exam in an isolated space with only a Proctor present.

If you have reservations about allowing candidates to use their own special equipment for an exam, you can purchase the equipment or collaborate with local colleges or schools that have programs for disabled students and may have similar equipment available.

When determining whether or not an accommodation can be provided, remember that an accommodation should NOT:

· change the content of the exam.

· change the knowledge, skills, or abilities being measured by the exam.

· make it easier or harder for the accommodated candidate to provide the correct response than the other candidates taking the exam.

If you have questions about what you must allow or provide, or do not believe an accommodation requested is reasonable, please consult your legal counsel for advice on your specific situation.

Test Security
An employment test is only effective if the materials are kept secure from candidates before the test administration.  Every effort should be made to ensure the test materials are kept secure.  This includes 

· keeping physical materials in a secure location in your agency.

· keeping electronic materials on a secure drive or in a password-protected folder. 

· limiting access to the materials to only the necessary personnel. 

· ensuring all materials are collected after the test administration. 

· observing candidates to ensure they are not recording or copying the test material in any way.  

If test security has been breached, you will have to examine the severity of the breach to determine if another selection method must be used for the vacancy.

Conclusion
Following these guidelines will help you create a thorough test administration plan.  The benefits of having a consistent testing process and addressing issues before they arise include increased candidate satisfaction and providing candidates the best opportunity for them to demonstrate that they have the knowledge, skills, and abilities to perform the job successfully.
Test Administration Guidelines



Page | 3 

Appendix A
Test Administration Checklist





Location
· Enough space between the candidates to prevent cheating

· Free from outside distractions such as noise and people walking through the area; room temperature is reasonable; room has adequate lighting

· Waiting area is separate from the assessment room and waiting candidates cannot overhear the assessment

· Raters will be able to see and hear the candidates clearly

Schedule
· Enough time is scheduled for set-up, registration, and giving instructions to the candidates

· Time is scheduled in-between administrations if raters are rating the candidates throughout the assessment process

· Candidates are notified

Personnel
· Enough proctors are identified for group administrations:
· 1 Proctor for every 30 candidates
· 1 or more Proctors to register candidates
· Proctors are trained in the assessment process

· Additional personnel are identified and on-call for equipment malfunctions (e.g., IT is informed and available for computerized administrations)

· Appropriate Raters are identified for tests in which applicants are scored immediately (e.g., structured interviews, physical ability tests, some work sample exams)

· Raters are trained in the assessment process, rater errors, and scoring methods

Materials
· Enough (number of candidates plus 5 extra) test booklets and answer sheets

· Enough tools candidates need to take the test (e.g., pencils, calculators, computers, software, etc.)

· Materials for physical ability tests or work sample tests are functional

· Transportation plans are in place if test will be administered off-site

ADA Accommodations
· All accommodation requests have been addressed

· All materials are created/available during test administration

· Proctors have specific instructions for the accommodation

Test Security
· Test materials are kept in a secure area

· Electronic copies are on a secure drive or in a password-protected folder

· Personnel involved have been trained on test security procedures


Appendix B: 
Sample Employment Test Notification Letter



<Today>




<Applicant First Name> <Applicant Last Name>
<Street Address>
<City>, <State> <Zip Code>
	

Dear <Applicant First Name>:	

This letter is to confirm your scheduled administration times for Phase 1 of the selection process for <classification title> at the <Agency Name>.  Phase 1 of the selection process includes the Physical Ability Test (PAT) and a Written Entry-Level Reading Comprehension and Math Test.  Your Phase 1 Candidate ID # is <Candidate ID>.  You are scheduled for <date> at the times in the table below: 

	PAT Arrival & Registration Time
	PAT Administration
	Written Test Registration Time
	Written Test Administration

	<Time>
	<Time>
	<Time>
	<Time>



Please report to <Test Location> located at <Location Address>.  To be considered for this position, you must attend this administration and arrive on time.  You will be required to show a valid photo ID (i.e. State License, State ID, US Passport, etc.) during registration.  If you forget to bring your valid photo ID OR if you are more than fifteen (15) minutes late for your scheduled time, you will NOT be permitted to participate in the Phase 1 administration and you will be excluded from the remainder of the selection process for this position. 

The purpose of the PAT in Phase 1 is to carefully and accurately assess each candidate’s physical ability to perform successfully on the job as a <classification title>.  The purpose of the Reading Comprehension & Math Test is to assess each candidate’s ability & skill to read & comprehend simple sentences as well as perform basic mathematical functions including addition, subtraction, multiplication, division, decimals, percentages, and fractions.  Calculators will NOT be permitted for this test administration.  In this packet, you will find relevant portions of the State Classification Specifications, the Position Description, a written and visual description of the PAT course, as well as a description of the written entry-level test.  This information and the selection process will provide you with a realistic preview into the position & work environment for <classification title>.
 
Candidates MUST pass the PAT and the Written Entry-Level Reading Comprehension and Math test in order to participate in Phase 2 of the selection process, which will be a structured interview.
 
If you require an accommodation due to a disability, please contact the Human Resources Department via email at <Email Address>.

Thank you for your interest in working for <Agency Name>.

Attachments


CANDIDATE BRIEFING FOR <CLASSIFICATION TITLE> EMPLOYMENT ASSESSMENT

Physical Ability Test (PAT)





The PAT requires the candidate to lift, stack, and carry traffic cones in order (e.g., cone 1, cone 2, etc.) along a straight pathway of fifty (50) feet.  There are a total of six (6) 28-inch cones.  After all six (6) cones are collected and stacked in the first path, the candidate will turn around at the “end” cone to carry ALL six (6) cones stacked together back to the “start” cone.  Finally, the candidate will reset the six (6) cones along the fifty (50) foot pathway heading back toward the “end” cone.  The cones will need to be reset an equal distance apart (i.e., 10 feet), but markers will be laid out on the ground to identify every ten (10) feet so candidates will NOT need determine the distance.  This is a timed completion event and to pass candidates are required to complete the event in one (1) minute, thirty (30) seconds without dropping the stacked cones (except when resetting the cones).  The total weight of the six (6) cones combined is approximately 60 lbs.

Entry-Level Reading Comprehension & Math Test

Testing Procedure

· When you arrive on the day of the test, you will be escorted to the Assessment area. 

· Prior to beginning the administration, you will be asked to place all personal items in the corner of the room away from yourself.  You will NOT be allowed to use any materials, including calculators, which have NOT been provided by this office during the assessment.

· You will receive a candidate specific administration packet.  In this packet, you will find a test booklet for the Math section and for the Reading Comprehension section, two (2) pencils, and one (1) Answer sheet.  Before beginning each section, you will be asked to review the test booklet to ensure all pages are included and then to sign the cover page verifying the same.

· You may ask questions at any time during this process; however, the Test Administrator has been instructed to ONLY answer questions which concern missing pages, blurred print, provide clarity to misspelled words, and/or to provide direction to the restroom.  The Test Administrator has been instructed specifically NOT to provide any other response to questions which would interpret the content or meaning of the test questions or to aid in completing a calculation, except to state:

“I cannot answer your question.  Please read your materials carefully to determine the one (1) best answer.”

· The Test Administrator will be timing the test periods for both tests using a stopwatch.  When the time for each test has expired, you will be asked to stop working, to collect your materials, and return them to the candidate specific administration packet.  If you finish before full time allotted has passed, place the materials into the administration packet and notify your Test Administrator to inform him/her that you have finished.

· The Test Administrator will collect your candidate specific administration packet.  At this time, he/she will verify that you signed the cover page of each test booklet and that ALL pages have been returned, including the instructions and the scratch paper provided for the Math section.  You will then be able to exit the test administration area. 

General Guidelines:

· DO NOT leave the assessment area at any time without notifying the Test Administrator.

· You will be allowed to use the restroom at any time.  However, if you choose to use the restroom during the timed testing period, time will continue to run in your absence and you will be rated appropriately based ONLY on those questions completed once the testing period has expired.

· These procedures and guidelines will be strictly adhered to, as it is our policy to administer a standardized assessment to each candidate ensuring a fair and equitable selection process. 

· Thank you again for your continued interest with <Agency Name> and good luck!


Appendix C: 
Sample Administration Manual for a Civil Service Written Test


<Agency Name>

<Classification Title>  
<Test Type>




ADMINISTRATION MANUAL


<Administration Date>
This manual will provide instructions for administering the <Classification Title> written test.  These instructions must be followed to ensure a fair and consistent testing process for the candidates.  

Proctors
At minimum, this administration requires two proctors.  If there are over 60 candidates taking the exam at one time, an additional proctor will be required to observe the candidates and answer their questions.

Proctor 1 is responsible for:
· Directing the candidates to their seats after registration

· Reading the instructions to the candidates

· Announcing the start time to the candidates

· Announcing when there is half an hour left in the test administration

· Announcing when there are five minutes left in the test administration

· Announcing the end of the test

· Walking throughout the room during test administration to observe the candidates

· Answering candidate questions throughout the test

· Noting any instances of possible cheating and removing candidates from the test if necessary


 Proctor 2 is responsible for:
· Registering candidates before the test administration

· Accepting DD214 forms from those candidates that qualify for the military credit and redacting the social security number from those forms if necessary

· Addressing late candidates

· Logging any unusual events or questions that need to be reviewed during the test administration

· Keeping outside distractions to a minimum, as possible

· Checking out candidates as they finish the test

· Assisting in observing the candidates during test administration

· Assisting in answering candidate questions throughout the test

Schedule

	Activity
	Time
	Running Time

	Proctors set-up room & materials
	15
	--

	Candidates sign-in
	15
	30

	Instructions read to candidates
	10
	40

	Test administration 
	90
	130

	Total
	
	2 hours and 10 minutes





Room Set-up
Two tables for registration and check out should be placed immediately outside of the room.  Inside the room, ensure there are enough chairs and tables for the number of expected candidates and that the chairs are spaced far enough apart that the candidates cannot easily see the work of others.  If the room is difficult to find within the building, signs should be posted to direct the candidates to the room.

Materials Checklist
· 2 copies of the Test Administration Procedure & Instruction scripts

· Enough copies of the test booklet for the expected number of candidates plus five extra copies

· Enough fill-in-the-bubble answer sheets for the expected number of candidates plus five extra copies

· Enough calculators for each candidates to have one plus 5 extra

· Enough scrap paper for each candidate to have one sheet plus some extra

· Enough sharpened pencils for each candidate to have two

· Candidate registration list

· Candidate ID cards that list the test date, their names, and candidate IDs

· Folders for the completed answer sheets

· Stopwatch or other timekeeping device

· Pens

· Redacting markers for military paperwork

· Unusual event log

Test Administration Procedure
1. All candidates will register for the exam by showing their picture ID to Proctor 2 and signing their name on the registration list

2. Proctor 2 gives the candidates their ID cards

3. Candidates may provide DD214 forms for the military credit.  Proctor 2 redacts social security number on the forms if necessary

4. Proctor 1 directs registered candidates to the next available seat.  Candidates are not able to choose where to sit

5. After all candidates are registered, Proctors 1 and 2 hand out the test material, placing it face-down on the table in front of each candidate

6. Proctor 1 reads the instructions to the candidates

7. Proctor 1 asks if any candidates have questions before the test begins

8. After all questions are answered, Proctor 1 announces the start time of the test and instructs candidates to begin

9. Proctors 1 and 2 observe the candidates and answer any questions

10. Proctor 1 announces 30 minutes remaining, 5 minutes remaining, and the end of the test

11. Proctor 2 checks out candidates as they finish their tests by collecting all materials and initialing the Candidate registration list that all materials have been returned

12.  Proctor 1 ensures all candidates stop working at the end of the test

13. Proctors 1 and 2 secure all materials and take materials to the appropriate people/places

Breaks
No official breaks will be provided during the test administration.  If candidates need to use the restroom during the test, they must give their test materials to the Proctors before they leave the room.  The proctors will return the test material to the candidates when they come back into the room.  Candidates will NOT be provided any extra time on the test if they choose to use the restroom during the test.

Answering Candidate Questions
Proctors CANNOT answer any questions about the content of the questions or the candidates’ interpretation of the questions.  If a candidate asks a question about these or similar types of issues, proctors should respond 

“I can only suggest reading the instructions for the question and responding as you think best.”

Proctors CAN answer questions about typographical errors, missing pages, or readability issues due to printing mistakes.  Proctors should give candidates a different copy of the test booklet if these issues arise.

If candidates identify what they believe to be errors in the content of the test (e.g., the correct answer is not listed or more than one correct answer is listed), proctors should respond 

“Thank you for showing that to me.  I will make a note and that question will be reviewed during the scoring process.  For right now, respond to the question as you think best.”

Cheating
If candidates are clearly cheating (e.g., using their own notes/reference materials or copying another candidate’s answers), one proctor should take the candidates outside of the room and inform the candidates that they have been seen cheating, that they are dismissed from the test, and that they will receive a notice regarding their eligibility for future employment opportunities at the <agency>.  The proctor should confiscate any evidence and record the incident on the unusual events log.
 
Late Candidates
Candidates are considered late if they arrive after the test material has been passed out.  If there are additional test administrations at a later time or date, late candidates are able to reschedule as space permits.  If there are no additional test administrations, late candidates should be informed that they will not be able to take the test at this time and that they are able to apply the next time a vacancy is posted.

Registration Script
Hello, may I please see your picture ID?  Thank you.  Please sign your name on the registration list and enter the room.  You will be directed to your seat.

Late Candidate Script
I’m sorry, the test has already begun so you are not able to take the test at this time.  You can reschedule to take the test at <TIMES or DATES>.  

OR

I’m sorry, the test has already begun so you are not able to take the test at this time.  This is the last administration, so please considering applying the next time a vacancy for <classification title> is posted.

Checkout Script
Please give me all of your test materials and wait while I check them in.  Thank you for waiting, you may leave the test now.

Test Instructions Script
After all the candidates are seated
· We will pass out the test material now.  Do NOT turn the test packets over until I have given permission to do so.

After all candidates have test material
· Good <morning, afternoon, evening>.  I am <name> from the <agency name>.  Thank you for coming today to take the test for <classification title>.

· Please take a moment now to turn any electronic device you have with you, such as your cell phone, completely OFF.  Place all personal items you have with you underneath your chairs.  If you need a bottle of water or tissues during the exam, you may leave those items on the table.  You may not access any other personal items during the exam.  If you are seen with a cell phone or similar device during the exam, you will be asked to leave immediately and will no longer be eligible for this employment opportunity.

· You have one test booklet, one fill-in-the-bubble answer sheet, one page of scrap paper for notes, two pencils, and one calculator.  Please do not write in the test booklet.  Only responses recorded on the answer sheet will be scored.  You must fill in the bubble completely in order for your response to be scored.  Please ensure there are no other marks on your answer sheet.

· This test consists of one test booklet containing a total of 100 test questions, so you will not fill in your entire answer sheet.

· Please enter the information from your Candidate ID card onto the answer sheet.  

Demonstrate where on the answer sheet candidates should enter the information.
· During the test, you are NOT permitted to talk, use any materials besides those we provided to you, or take any test materials with you when you leave.

· You must use the pencils we provided when filling out the answer sheet to ensure your responses will be scored correctly.

· There will be NO formal breaks during the test.  If you need to use the restroom, you must turn in all your materials to a proctor before you leave the room.  You will get the materials back when you return.  You will NOT be allowed extra time to complete the test if you choose to take a break

· The proctors will be circulating throughout the room during the test.  If you have a question, please raise your hand and a proctor will come to you.  We will only be able to answer questions about issues such as printing errors, time left, or other test administration procedures.  We will NOT be able to clarify or interpret the test content for you.

· You will have 90 minutes to take this exam.  If you finish the test and time has not expired, you are allowed to check out early.  Bring all material to the checkout table directly outside of the room.  The proctor will ensure you have brought all of the material back before you are allowed to leave.  Please remember that every candidate has a different test-taking pace and there are no points awarded for finishing the test early.

· You must stop all work when I announce that the test is finished.  I will announce a 30 minute warning and a 5 minute warning.

· We will try to score the tests quickly.  We expect to provide the results within the next 2 weeks.

· The content of this test is confidential.  If you are found to have shared the content of this test with anyone, you will be no longer be eligible for this employment opportunity and may be barred from future employment opportunities at the <agency name>.

· Are there any questions before we begin?

After all questions are answered
· It is <time>.  You may begin the test.

When 30 minutes are remaining
· You now have 30 minutes remaining to complete the test.

When 5 minutes are remaining
· You now have 5 minutes remaining.  Please ensure the information from your candidate ID card is recorded on your answer sheet.

When time has expired
· The test is now complete.  Stop your work and turn in all exam materials to the proctor.  The proctor will ensure you have returned all materials before you are allowed to leave.  Thank you for participating in our exam today.

Emergencies
In the unlikely event of an emergency such as a fire alarm, security concern, or a natural disaster, follow all evacuation instructions and inform the candidates they will be contacted to reschedule the exam.


Unusual Event Log

	Test Administration Date:
	
	Proctor Name:
	

	Proctor Signature:
	
	




Description of Event:

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	




<Classification Title> Candidate Registration List

	Candidate ID Number
	Candidate Name
	Candidate Signature
	Proctor’s Initials for Return of Exam Material

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	





Appendix D
Rater Training Fact Sheet for a Structured Interview


Introduction
This fact sheet provides you, the rater, with the information you need to conduct structured interviews that follow legal obligations and best practices so that interview candidates will have the best opportunity to demonstrate their knowledge, skills, and abilities (KSAs) as they relate to the vacant position.
 
Structured vs. Unstructured Interviews
An unstructured interview consists of one or more interviewers asking candidates questions and evaluating their responses based on personal expectations.  While some interviewers may be skilled, many unstructured interviews are conducted by managers without much interviewing experience and have ineffective results.  

A structured interview is a scored assessment that measures job-related KSAs by inquiring about the candidates’ past experience, breadth of knowledge, or actions they would take in a hypothetical situation.  The questions have scoring standards, every candidate is asked the same questions, and the candidates are typically interviewed by a panel of raters that have been trained in the interviewing process.  

Interview Rater Conduct
How raters conduct themselves during the interview can influence the outcome of the interview.  The topics in this section are not inclusive, so when you are interviewing remember that the goal is to have a consistent interview experience for all candidates and to provide them with the least distracting environment possible.

Appearance
Raters should dress in professional business attire, not business casual.

Eye Contact
Balance eye contact with your note taking.

Verbal Responses
Raters should not encourage nor discourage candidates by providing feedback after a candidate’s response.  Do not say anything that would indicate if a candidate’s response was correct, incorrect, or incomplete unless you are using probe questions for complete answers.  If you like, you can thank candidates for their responses before moving on to the next question. 

Body Language
Raters can inadvertently tell the candidates how they are performing through their body language.  Try to keep yourself neutral in appearance.  Even if you do not mean anything by it, the following actions can communicate something to candidates:

	· Crossed arms
	· Head shaking

	· Eye rolling
	· Nodding

	· Facial expressions
	· Looking around the room



Distractions
Distracting behaviors can cause candidates to lose their train of thought and will look unprofessional.  Common distracting elements to avoid include:

	· Interruptions from coworkers
	· Walking around

	· Pen tapping or clicking
	· Electronic devices ringing, vibrating, or lighting up

	· Watching the clock
	· Checking email or similar activities on an electronic device






Topics to Avoid
There are several topics that should be avoided during the interview as they involve information that may be protected by EEO regulations or may be perceived by candidates as inappropriate and not job related.  The following list of topics should be avoided:

	Topic
	Clarifications

	Arrests
	[bookmark: _GoBack]Per policy HR-29, job-related felony convictions can be discussed during the interview through appropriate interview questions.  Arrest records should not be discussed.  

	Citizenship
	The legal right to work in the United States is addressed at the application stage.

	Disabilities/Health Issues
	The only related question you may need to ask all candidates is “Are you able to perform the duties of this position with or without reasonable accommodations?”

	Economic Status
	Many topics of casual conversation convey economic status such as driving, playing recreational sports, the schools your children attend, etc. 

	Age
	Many topics of casual conversation convey age such as graduation years.

	Marital Status and/or Dependent Care
	Often, managers are worried about a candidate’s ability to meet the job’s schedule requirements.  The only relevant question to ask all candidates is “This job requires <schedule & travel requirements>.  Are you able to meet these requirements?

	Military Service
	It is appropriate to discuss a candidate’s job-related experience; however, inquiring about the type of discharge a candidate received or military experience that is not relevant to the job is inappropriate.

	Race, Color, Religion, or National Origin
	Even seemingly innocent inquiries can be inappropriate during an interview such as “What an interesting accent, where are you from?” or “I haven’t met anyone with that name before, what does it mean?”

	Gender
	Do not ask questions of only one gender or make any inquiries that would indicate sexual orientation.


  
If possible, keep all conversation with the candidates during the interview job-related.   

Common Rater Errors
Everybody has biases, both conscious and unconscious, that affect how we make decisions.  These biases can lead to raters unconsciously making errors when listening to and evaluating candidate responses.  By being aware that the human brain often wants to make quick assumptions that may be detrimental to the interviewing process, you can avoid snap judgments and focus on what the candidates are actually saying.  Common rater errors are:

1. Halo – the tendency to allow a noticeable characteristic or general impression influence your appraisal of a candidate’s performance (e.g., rating a charismatic individual’s responses higher because of his/her pleasant personality).

2. Scoring similarity – the tendency to rate everyone similarly even when they actually performed differently (e.g., the rater wants to avoid the impression of playing favorites, so everyone is given a score in the middle).

3. Similar-to-me – the tendency to use your experience or performance as the best standard, even though there may be several ways to perform the task in question.

4. Stereotyping – the tendency to assume, often unconsciously, that all members of a demographic group share the same characteristics.

5. First impression – the tendency to let your initial judgment about the candidate influence your perception of their subsequent responses (e.g., unconsciously inferring what the candidate really means to support your impression rather than taking the candidate at his or her word).

6. Candidate-order effects – scoring the candidate higher or lower because the previous candidate was so good/bad.

Note taking
Your notes will be the supporting evidence for your scores or for your general summary of the candidate’s qualifications.  The following guidelines will help you take notes that are professional and helpful for the hiring process.

· Take notes for every question.

· Notes should be factual summaries of the responses provided by the candidate.

· Notes do not need to be lengthy, but do need to have enough content to support your ratings/scores.

· Notes should not be judgmental or contain your personal opinion about the candidate’s response.

· Do not comment on a candidate’s appearance, compare candidates to each other, or make any other comments irrelevant to the job.
  
Scoring Answers
A structured interview will have scoring standards to apply to candidate responses.  The following guidelines will help you apply those standards in your ratings.

· Multiple responses to each question may be noted and responses may have varied scoring based upon complexity or breadth of knowledge.

· Candidate responses must be reasonably in line with the expected answer to be positively scored; assumptions that the candidate knew the answer cannot be positively scored.

· If raters assign scores to the same response that is more than one point apart, the raters should discuss the discrepancy.  One rater may have heard something that another rater missed.  Note that disagreements should NOT be resolved by voting, trading, or bartering (e.g., “I’ll concede my point on question 6 if you will concede yours on question 4”) among the panel members. 

If an interview does not have specific scoring standards, ensure that your notes are comprehensive enough to support that the candidate recommended for hire is the most qualified candidate for the position.

Follow-up Questions
Follow-up questions are a useful tool in the interview process to clarify a candidate’s response.  By using the following guidelines, you will be able to use follow-up questions appropriately and consistently when you interview.

Do use follow-up questions for:
· clarification when candidates use general terms.  

Examples:

“You said ‘we’ in your response.  What was your specific role?”

“You said you used software in your response.  What was the software you used?”  

Do not use follow-up questions to:

· ask some candidates a question, but not others.

Examples:

Only asking the female candidates if they would be able to work overtime

Asking the “good” candidates about advanced work functions


· lead the candidate to an answer.

Examples:

“Can you provide a more detailed example?”

“Did you really mean…”

“I know you worked on XYZ project.  Tell us about…”

The Interview Procedure
Consistency is highlighted several times in this fact sheet, as it is a powerful tool to ensure all candidates have the best opportunity to demonstrate their KSAs in an interview.  The final opportunity for consistency is in the interview procedures themselves.  The following procedural guidelines will help you maintain similar interview conditions for each candidate.

1. Ensure you have copies of the candidates’ resumes and applications.

2. Ensure you have copies of the interview questions and scoring standards, if applicable.  Make sure you keep these documents secure.  

3. Ensure you have sufficient paper to take notes.

4. Determine seating arrangements and who will be asking which questions.

5. Welcome the candidate by name.

6. Introduce the interview panel.

7. If you have refreshments available, offer them to the candidate.

8. Explain the interview process to the candidate:
· Thank you for accepting our invitation to interview. 
 
· The interview will last about <time>.  

· This is a structured interview.  You will be asked the same questions as every other candidate and your responses will be scored.

· All questions will be read to you.  You may ask to have a question repeated, but the raters cannot elaborate on the question. 
 
· You should respond to each question fully, even if your answer duplicates an answer to a previous question.  You may request to return to a previous question if you would like to add information to your response. 
 
· We will be taking notes during your responses.  We may also ask you follow-up question if we need clarification about your response.  

· If you take notes during the interview, you must leave those notes in the interview room for test security purposes.

· I want to remind you that it is to your disadvantage to share the content of this interview with any current or future candidates and we ask you to please keep the interview questions confidential.  

· We will notify you after the interviews have been completed and a final hiring decision has been made.  This process typically takes 2 to 3 weeks, but that timeframe is not guaranteed.
  
9. Ask the candidate if he/she has any questions before you begin.  Note that candidates may offer information that is typically protected by EEO laws and regulations.  It is permissible for candidates to talk about it, but panel members may not ask for this information and should redirect the discussion back to job related questions or topics. 

10. Ask each candidate every question and take notes of the responses

11. Ask the candidate if he/she has any further questions about the position. 

12. Collect any notes the candidate may have taken during the interview.

13. Thank the candidate for interviewing and his/her interest in the position.

14. Make your ratings and resolve scoring discrepancies with the other raters.

15. Welcome the next candidate.

Conclusion
The guidelines in this fact sheet have been carefully selected to allow you to conduct interviews successfully and avoid some of the more common legal issues.  They do not cover every situation that may arise during an interview.  HR will provide you with the specific scoring information for each interview and can answer any further questions you have about the interview process. 
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