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PURPOSE OF THE INTERVIEW PROCESS
A wel l -executed h i r ing interv iew shou ld ach ieve the fo l lowing:

Gather  re levant  informat ion to  make an informed h i r ing decis ion.

Ensure a fa i r  and respectfu l  exper ience for  every  appl icant .

Comply  wi th  a l l  appl icable  employment  laws.

KEY EMPLOYMENT LAWS AFFECTING INTERVIEWS.  (BASIC L IST  ONLY)

Interv iewers  must  be mindfu l  of  the fo l lowing laws when interact ing wi th  candidates :

Tit le  VI I  of  the Civi l  R ights  Act  p roh ib i ts  d iscr iminat ion based on race,  co lor ,  sex ,

re l ig ion ,  or  nat ional  or ig in .

Age Discr imination in  Employment  Act  (ADEA)  proh ib i ts  decis ions  based on age

for  ind iv iduals  age 40 and o lder .

Americans with  Disabi l i t ies  Act  (ADA)  p roh ib i ts  d iscr iminat ion based on phys ica l

or  menta l  d isabi l i t ies .

Fair  Employment  and Housing Act  (FEHA)  in  Cal i fornia  of fers  addi t ional

protect ions ,  inc lud ing mar i ta l  s tatus ,  sexual  or ientat ion ,  and gender  ident i ty .

BEST PRACTICES FOR STAYING COMPLIANT AND EFFECTIVE
Keep a l l  quest ions  and d iscuss ions  job-re lated and focused on the appl icant ’ s

abi l i t y  to  perform the essent ia l  funct ions  of  the ro le .

Avo id conversat ions ,  whether  formal  or  informal ,  that  re late to  protected

character i s t ics  under  federa l  and s tate laws.

Ensure notes  and documentat ion remain  profess ional  and re levant  to  job

requi rements .

TIPS FOR CONDUCTING FAIR AND LEGAL INTERVIEWS
Be consistent .  Use a s t ructured interv iew approach that  f i t s  your  communicat ion

sty le  whi le  mainta in ing fa i rness  across  a l l  candidates .

Be empathet ic.  Cons ider  the appl icant ’ s  perspect ive  and avo id quest ions  or

comments  that  cou ld be perceived as  in t rus ive ,  i r re levant ,  or  b iased.

Be prepared.  Develop your  in terv iew quest ions  in  advance and rev iew them with

your  Ta lent  Acquis i t ion  partner  to  ensure they  are appropr iate and a l igned wi th

legal  gu ide l ines .
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