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Education and Workforce Development Cabinet

Office of Career and Technical Education

Interview - Information
PREPARING FOR THE INTERVIEW

· Start an Interview Folder to contain all information relating to the vacancy and filling the position

· Establish Interview Date

· Identify Members of Interview Committee (a minimum of three for 151B)

	Committee must be comprised of at least three (3) participants – and should include:  

(1) Central Office Staff Member 

(2) Someone w/knowledge in the field (Teacher and/or Industry) 

(3) Someone from Local District (See Polices & Procedures)
	

	
	

	
	

	
	

	
	

	
	

	
	


Committee members should be reminded that everything said should be kept confidential – only the person coming out as # 1 is public information.

ITEMS TO KEEP IN YOUR INTERVIEW FOLDER

· Copies of Applications

· List of Applicants interviewed

· List of Interview Questions (each applicant must be asked the same questions)

· Rating sheets of Applicants (ONLY keep the rating sheet)

Items to Forward to Human Resources Administrator

a) Applications must be forwarded to Frankfort Office for approval.  Applications will be entered into the Employment List system prior to the Interview.  The Employment List is needed in-hand prior to interviewing.  

  If an individual is not on the Employment List, they cannot be interviewed.
If an applicant is not qualified – DO NOT INTERVIEW

b) Appointment Approval/Screening Committee Recommendation Form

c) List of applicants interviewed
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