Guidelines for On-Campus Interviews During a Pandemic

Set Clear Expectations
Be sure to clearly set expectations and provide specific day-of-interview instructions for candidates (and interviewers) before the on-site interview. These instructions should include:
· Where to park. Have spaces identified specifically for visitors to use and email them a parking permit in advance of the interview.
· Where to enter the building. If possible, meet them at a specific entrance instead of having them try to find you on campus.
· Instructions on who to call and reschedule if they are not feeling well. Refer to CDC’s list of symptoms of the coronavirus.
· Notify the candidate that, in lieu of providing business cards, you will send an email after the interview with the hiring committee's names, titles, and contact information so that you are not passing documents between one another.  
· Set the expectation for the hiring committee to print the application materials, a list of questions, and the ranking/evaluation document to bring to the interview for each candidate to reduce the transfer of paper between people.  Also let the candidate know in advance that you will not request a resume for the committee for the same reason.
Maintain Social Distancing
Adhere to all social distancing guidelines as outlined by the CDC and MDH.  Suggestions include:
· Avoid close contact. Ensure that you have an interview space where you can maintain at least 6 feet of separation between each person involved.  Try to avoid a circular room set up where all attendees are facing one another.  
· Wash your hands properly, and have hand sanitizer available. Although this likely breaks with your normal protocol, do not shake hands. Explain that in order to maintain social distancing, everyone will avoid shaking hands. To lighten the mood, consider coming up with a fun alternative (“air high-5”, “air fist pump”, etc.)  Offer an individual package of tissues, hand sanitizer, and bottle of water that the candidate should take with them when they leave.  This will assist with risk mitigation as well as speak to how we value our employees and safe practices.
· Clean and disinfect frequently touched surfaces before and after each interview. This includes tables, doorknobs, light switches, countertops, desks, phones, keyboards, etc.
· If additional campus leaders will meet with the candidates, consider having the employee come to the room to meet with the candidate instead of bringing them around to meet with others.
· Offer an option for a virtual tour instead of in-person.  While this will show the campus from a potential student perspective, it will also help the candidates to see our student-centric perspective.
· Encourage everybody to wear a mask, even if there is six feet of space between attendees, due to the length of time that an interview is anticipated to take.
Health Screen Prior to Interview
When contacting the candidates to schedule the on-campus interview, conduct a health screen by asking the following questions:
· Have you recently traveled to an area with known local spread of Covid-19?
· Have you come into close contact (within 6 feet) with someone who has a laboratory-confirmed Covid-19 diagnosis in the last 14 days?
· Are you experiencing any of the COVID-19 symptoms identified by the CDC?
· If they answer affirmatively to any of the above, then the interview should be postponed
Day of Interview Health-Screen
· Notify both the committee members and the candidate that they must screen themselves on the day of the interview for the following symptoms that could potentially indicate risk of COVID-19 exposure:
· Fever or chills
· Cough
· Shortness of breath or difficulty breathing
· Fatigue
· Muscle or body aches
· Headache
· New loss of taste or smell
· Sore throat
· Congestion or runny nose
· Nausea or vomiting
· Diarrhea
· If the candidate is experiencing any of the symptoms, ask them to contact you before the interview, and with enough time to notify the committee members, to postpone and reschedule the interview no less than 10 days from the onset of symptoms.
· If a committee member is experiencing symptoms, consider if the interview can convene without the ill employee and, if not, reschedule.

