








I. GENERAL

It is important that Housekeeping Services select the most qualified applicants to fill vacancies.  To do this, it is important that both managers and supervisors take an active role in the interview and selection process.  This Standard Practice establishes procedures for managers and supervisors to follow during the interview/selection process.

II.
PROCEDURES

A. All employment interviews within Housekeeping Services will be conducted by, as a minimum, one manager and one supervisor.  This will be considered as the Selection Committee.

1. The Selection Committee will review all applications received from Human Resources and select the most qualified applicants from that pool of applications to be interviewed.  At least two applicants must be selected and interviewed.  There may be more selected based on qualifications of the applicant pool.

2. Applicants who are selected to be interviewed will be contacted by an individual or individual(s) of the Selection Committee to set up a time and date for the applicant to come in for an interview with the Selection Committee.

3. The interview will consist of all Selection Committee members who will ask applicants a prepared written set of questions.  A written set of questions is necessary to ensure all applicants are asked the same questions.  Potentially discriminating interview questions cannot be asked.  The attached table should be used when preparing questions to be asked during the interview.  This information is also included in the Quick Reference Guide provided with the applicant pool by Human Resources.

4. At the beginning of the interview, the Selection Committee should establish rapport with the applicant, set the agenda, state reasons for note taking, verify information provided on the application, describe the position and functions, and ask job related questions.  Be sure to provide an opportunity for the applicant to ask questions.  Inform the applicant of the next step (that is approximately when the selection will be made).

B. Once the selection has been made, return applicant pool file to Human Resources with required information completed.  Human Resources will make the job offer to the selected applicant and communicate the response to Housekeeping Services.

III. TEMPORARY EMPLOYEES

The hiring of Temporary Employees may follow the same procedure as described above if so desired.  However, interviewing multiple applicants is not required unless the Department Director or his designee deems it necessary to do so.

Replaced FSSP 21-0001, Housekeeping Services Interview Process
	TOPIC
	LEGAL QUESTIONS
	DISCRIMINATORY QUESTIONS

	Family Status
	Do you have any responsibilities that conflict with the job attendance or travel requirements?

Must be asked of all applicants
	Are you married?

What is your spouse’s name?

What is your maiden name?

Do you have any children?

Are you pregnant?

What are your childcare arrangements?

	Race
	None
	What is your race?

	Religion
	None

You may inquire about availability for weekend work.
	What is your religion?

Which church do you attend?

What are your religious holidays?

	Residence
	What is your address?
	Do you own or rent your home?

Who resides with you?

	Sex
	None
	Are you male or female?

	Age
	If hired, can you offer proof that you are at least 18 years of age?
	How old are you?

What is your date of birth?

	Arrests or Convictions of a Crime
	Have you ever been convicted of a crime?

You must state that a conviction will be considered only as it relates to fitness to perform the job being sought.
	Have you ever been arrested?

	Citizenship or Nationality
	Can you show proof of your eligibility to work in the U.S.?

Are you fluent in any languages other than English?

You may ask the second question only as it relates to the job being sought.
	Are you a U.S. citizen?

Where were you born?

	Disability
	Are you able to perform the essential functions of this job with or without reasonable accommodation?

Show the applicant the position description so he or she can give an informed answer.
	Are you disabled?

What is the nature or severity of your disability?
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