Bernalillo Public Schools

Interview Planning Checklist
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BEFORE THE INTERVIEW:

Determine selection criteria for who will be interviewed (consider licensure, qualifications, and
experience).

Determine interview team composition. Are all stakeholders represented? e\.\‘of‘

Create the interview questions and peer review them. ¢ )
INTERVIEW COMMITTEE (PEFORE THE INTERVIEWS START): Qq Y)E {dﬁg/
Review the following key points: \3‘9

a. Allinterview discussions and notes are confidential forever.

b. Team makes a recommendation to the Superintendent, they do not have final say on who is
hired. '

c. Superintendent reserves the right to decline a recommendation, or to conduct a follow-up
interview.

d. Committee members are not to deviate from the scripted printed questions.
Any questions for clarification from the interviewee should be answered by the administrator.

f. All questions are to be scored individually by each committee member with sufficient notes to
accurately reflect the substance of the answer given.

g. Each member should have a copy of the interview schedule and the applications for the
candidates to be interviewed.

RECOMMENDATION PROCESS:

Tally individual scores for each candidate.

Discuss the tally scores as a team and determine recommended and non-recommended
candidates. Seek consensus.

Ensure that all team members sign the recommendation form.
Complete the outlined packet and checklist from HR.

AFTER THE INTERVIEW:

Collect all materials and committee notes.

Remind team of confidentiality of interview.

Do not notify any candidates of their selection.

Check references and submit completed packet to HR ASAP.

KEY POINTS:

Interview committee members must be present the entire time for all interviews for their
scoring to count.

Late arrivals or early departing committee members may participate in questions and discussion,
but their scores for questions are not included in the final tally.

Interviews conducted over multiple days must consist of the same interview team members. If
not present for all, their scores are not considered.

Avoid any and all questions that are not directly related to the job description (avoid protected
status questions/discussion). Revised 7/24/2019




