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Q&A
Why do we have this change in process?
Penn recently went through an OFCCP audit.  The outcome of the audit is requiring all positions to now submit all documents related to the recruitment and selection process. 
Who do we need to collect interview notes from?

All members of the interview team.  We recommend keeping the interview team consistent but if the interview team does vary, every member will need to submit their notes to the hiring manager for each candidate.  
Where do we submit or add our interview notes and questions?

Please submit the list of interview team members, interview questions as well as the interview notes from every team member to the hiring manager who will then upload them along with the hiring proposal on the Summary Page under “Other Documents”.  
Is there a way to streamline the process of collecting notes?

Wharton HR and Computing are researching ways to streamline and automate the collection process. 
How will this affect the hiring process?

The hiring process will remain the same, however if the required information is not attached, we will reject the hiring proposal and send it back to the hiring manager.  Once the required information has been collected and uploaded to the hiring proposal, it can be submitted again.
What are topics not to discuss during our interviews? 
Please reference Interview Guide – The Do’s and Don’ts.  The general rule of thumb is to not discuss anything personal and stick to questions and conversations that revolve around the candidate’s qualifications and role responsibility.  Topics that are off-limits are criminal background history, race, national origin, worker’s compensation, religion, creed, gender, type of military discharge, salary history, and medical history. 
What happens if the candidate willingly discusses something personal?

You can acknowledge and move on to your next question. 
What do you recommend for note taking?

We are recommending everyone use the evaluation form for note taking.  This will keep the interviews consistent by evaluating all candidates based on the same criteria.  It will also eliminate the chance for any items to be misconstrued if the notes are reviewed.  It is recommended that interviewers not write on the resume.  Notes should stick to the facts and answers to the questions and should not include personal opinions or doodling. 
What if I don’t normally take notes during my interview? 
If you do not normally take notes, then the evaluation form is the best option.  Every interview team member must submit something for every candidate interviewed to the hiring manager after their interview, regardless of whether the notes are captured on the evaluation form or are free flowing handwritten ones 

Who should be involved in the interview?  

Human Resources recommends the interview team include those who will be able to judge the candidate’s qualifications and ability to do the job.  Rather than create a large interview team, we recommend you only include those who have a vested interest in the position, such as managers, department heads, co-workers, users, and representatives from Wharton Human Resources and/or F&A.  We do not recommend you include students, temporary workers, vendors or consultants.  
What type of notes are appropriate?

Please reference the Interview Note Taking – The Do’s and Don’ts document.

What happens if I do not submit notes?

Submitting interview notes/evaluation sheets is a requirement set forth by the Conciliation Agreement that the University entered with the OFCCP.  If a hiring proposal is submitted without the required documentation it will be rejected and should be resubmitted with the necessary documentation.  
What if an interviewer states the candidate should not be hired? 

If your evaluation sheet asks whether a candidate should be hired and an interviewer states “no” and if the hiring manager selects that candidate, he/she has to write an explanation why the candidate is preferred given the negative recommendation.  We recommend you not include that question on your evaluation sheet and the hiring manager be the decider about whether or not to proceed with the candidate. 
