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Hiring Best Practices:  Some Tips to Help with Legal Compliance  

So, you are about to embark on the hiring process for the 

perfect new addition for your department?  Before you begin the 

busy recruitment process, consider these best practices that will 

help ensure a legally compliant search:  

Screening Applications 

 Document the process you will use to review applications.  

 Review each application in light of the job description/

position requirements. 

 Be able to articulate why certain candidates should be 

interviewed and others not. 

 Use a consistent review process for all applicants.  

 Will the same people review all applications?  

 If not, how will you attempt to ensure consistency in 

 review of candidates?  

Conducting Interviews 

 

 Establish a consistent interview schedule. 

 Will all candidates be asked to give a presentation?  

 Who will be involved in each interview? 

 Will the environment of the interviews be as 

comparable as possible (conference room, classroom, 

or offsite location)? 

 Plan out major topics and questions in advance to ask all 

candidates. 

 Be sure  to consider accommodations that may be necessary   

  

  

for   individuals  with   disabilities  who   are  interviewing on 

campus (i.e. a sign language interpreter, the need to conduct 

the interview in an accessible location). 

 

Deciding on a Finalist 

 

 Use an evaluation tool or a matrix to complete during and/or 

after the interview to evaluate the candidates based on the 

position description/requirements. 

 Document the process used for selecting  the final candidate. 

 Articulate in writing the reason for selection of the candidate nal candid

 If 
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