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Interview Note Taking
You are now required to submit notes or evaluations for every applicant that is interviewed.  Note taking allows room to base your hiring decision off of facts as opposed to feelings or biases. 

Do’s - 

· Be prepared with interview questions. 

· Use one of the evaluation forms.  

· Use the same criteria to grade every applicant interviewed. This will reflect consistency with decision making. 

· Interview notes should only reflect qualifications and experience related to the job. 

· Stick to the facts and avoid writing down judgements or implications. 

· Only write down facts or key items that indicate how the applicant will handle the responsibilities of the role.

· Keep your questions and notes consistent amongst all applicants interviewed. 
· All interview notes should support your selection.  
·  If you submit a hiring proposal for a candidate who received unfavorable feedback from your interview team you will have to submit an explanation for your decision. 
· Keep in mind your notes could be reviewed by Human Resources or the OFCCP if the University is audited again.  

Don’ts – 
· Avoid taking notes on the applicants resume. 
· Do not write down any judgements or implications based on something an applicant said.  

· Do not write anything personal about the applicant; even if they volunteer the information. 

· Do not write details or draw a picture to help you remember what the applicant looks like or who they are.

· Do not doodle on a resume or your interview notes. 

· All notes should avoid anything that would indicate…

· Favoritism 
· Gender bias 
· Discriminatory remarks 
