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A. [bookmark: _Hlk137032460]The purpose of this guideline is to provide a resource that can be utilized when interviewing a potential candidate for a non-ladder or ladder track faculty position with clinical responsibilities. This document is meant to supplement the policies and procedures in place for conducting a faculty search at the Yale School of Medicine (YSM). More information about the YSM ladder and non-ladder faculty search and appointment process can be found on the YSM Office of Academic & Professional Development (OAPD) website, https://medicine.yale.edu/oapd/. General resources on how to conduct an effective, fair, and inclusive faculty search can be found on the Yale Office of the Provost website, http://provost.yale.edu/faculty-resources/faculty-search-committee-resources. Examples of these resources include information about the following: 1) Preparing for a Search; 2) Launching the Search; 4) Narrowing the List; 5) Campus Visits.  
 
B. Having a successful faculty search depends, in part, on having positive interview experiences with your preferred candidates. Do not underestimate the impact of a well-planned interview process. Candidates will remember an interview process long after you extend an offer to the candidate of choice. The investment in both time and money for making an unfortunate hiring decision is steep.  Therefore, it makes good sense to take the time to ensure that the interviewing process is professional and organized. 
 
C. Interaction with candidates during on-campus interviews  
1. As part of the interview process, candidates often meet with various members of the university community. Be sure that all individuals with whom the candidate will meet has their CV, a copy of the position description and a copy of the interview schedule. Faculty members and other stakeholders may be provided an evaluation instrument to allow them to note strengths, weaknesses 
and likely contributions of the candidates. An example of an evaluation form can be found in Appendix A. 
2. Interview Preliminaries (A checklist of interview preliminaries can be found in Appendix B.)  
i. Create an itinerary prior to the visit and e-mail it to the applicant.  
ii. Double check that everyone on the applicant’s itinerary is available to meet with the applicant a few days prior to the visit. Have an alternative list of interviewers in case anyone on the initial itinerary suddenly becomes unavailable.  
iii. Build in 15-minute breaks into the day.
iv. On the day of the interview, either pick the candidate up from the hotel or make transportation arrangements for them. Do not leave it up to the candidate to make their own transportation arrangements to and from their hotel.  
v. Designate an official escort who will bring candidate from one meeting to the next.  
vi. Schedule formal slots with everyone who needs to meet and interview the candidate. While this will vary widely with the position, consider department leaders and peers, as well as physician colleagues in other departments, residents, nurses, medical students, and other ancillary staff.  
vii. Include a tour of the hospital, school, and practice site. It is recommended that the tour be led by another physician who can answer questions from the candidate and provide casual introductions to colleagues, nurses, etc.  
3. Interviewing candidates 
i. Key principles to remember when interviewing candidates include the following: 
1. Listen more than talk. 
2. Keep the interview on track. 
3. Leave time for the applicant to ask questions. 
4. Thank the candidate for their time. 
ii. Appropriate and Inappropriate interview questions 
1. Interview questions should be properly designed to provide fair and objective evaluation of each candidate based upon the following rules: 
a. Interview questions should be based on the job description, minimum requirements, and preferred qualifications. 
b. Interview questions should focus on job-related information, such as job-related experience, education or training. 
2. In accordance with Equal Employment Opportunity Commission (EEOC) laws and regulations (https://www.eeoc.gov/laws/practices/), it is unacceptable to ask candidates questions that discriminate against the applicant on the basis of race, color, national origin, religion, sex, sexual orientation, gender identity, physical or mental disability, medical condition, veteran status, military service, or parenthood.  
a. To ensure non-discrimination during the interviewing process, questions not job related should not be asked. 
b. Occasionally, a candidate may volunteer personal information (e.g. age, pregnancy, family status, etc.), but this information should not be used for evaluating the candidate. 
c. Examples of appropriate and inappropriate interview questions can be found on the Yale Office of the Provost website, https://faculty.yale.edu/sites/default/files/files/guide_to_unacceptable_interview_questions_09-01-2015.pdf. 
iii. Behavioral interview questions 
1. To excel as a faculty member with clinical responsibilities at the Yale School of Medicine, it takes more than just clinical and technical expertise. Physicians are expected to be leaders who exhibit exemplary professional behavior (e.g. quickly adapt to changes, respond well to stress, work compatibly with others, be flexible in a multidisciplinary environment, communicate warmly and effectively with patients, and foster a patient-centric environment). 
2. Past as prelude: For many, the best predictor of future behavior is past behavior. When interviewing potential faculty, seek to identify previous professional conduct and behavior.   
3. Examples of behavioral interview questions that touch upon several of the important factors that would be important for potential candidates are outlined in Appendix C. 
 
D. After on-campus interview considerations 
1. Conclude every interview with a closing or wrap up, which should typically be with the section chief, medical director, Vice-Chair or Department Chair.  
2. Consider taking the candidate to dinner, but keep it to a small number of people. A dinner may be one of the better ways to get to know the candidate, as they are often more relaxed once the formal interviews have been completed. However, keep in mind that dinner with a candidate is still a part of the formal recruitment process. Interviewers are representing Yale Medicine in these situations, and the same professional etiquette rules apply. 
3. Answer any questions that may have arisen during the interviews. 
4. During the end of visit debriefings, allow the candidate to speak openly about the interview their assessment of the position. 
5. Collect all input documents and comments from interviewers. 
6. Evaluate the candidate, considering strengths and weaknesses. 
 
E. Other interview formats: Panel and Online/Video interviews 
1. While one-on-one interviews tend to be the most commonly used type of interview format, other interview styles may be favored as a way to save time and to involve more people in the recruiting process. For example, initials interviews may be conducted electronically over Zoom or on Microsoft Teams.
2. Most of the suggestions mentioned previously when interacting with candidates in a face-to-face individual interview are relevant when conducting a different interview style and should still be followed. However, there are often other things to consider when organizing a panel or online/video interview. 
3. Panel interviews (group interviews) 
i. Organization basics: To ensure that a group interview start on time, ask all panel participants to arrive at least 10 minutes ahead of schedule.  
ii. The setting: How a room is arranged for a panel can be very important. Try to make sure the room set-up is informal, so the candidate feels relaxed. Situating panel members at comfortable angles visible to the applicant is preferred over seating interviewers facing the candidate as if it were an interrogation. 
iii. Roles of panel members: To ensure that a panel interview is effective, it is best to loosely script the interview ahead of time. An interview leader should be identified who will welcome the candidate and lead introductions. Additionally, a discussion of the kinds of questions that each panel member will ask prior to the interview should take place. Finally, a process on how to answer candidate questions (e.g. interview leader or by the person with the appropriate expertise) at the end of an interview should be coordinated. 
4. Online or Video interviews 
i. Equipment/software: Interviewers should ensure that they have the video equipment and software set up in advance of the interview. It is also wise to test the equipment and software prior to the interview as well.  
ii. Be aware of the environment: Try to conduct the interview in a clean and quiet location with little or no distractions in the background. Minimize any backlighting that would put the interviewer’s face in a shadow. Conversely, avoid positioning the interviewer in front of a window. 
iii. Be professional: Don’t allow a remote interview to cause you to relax in the way an interview is to be conducted. Dress professionally. Actively listen to the candidate. Conduct a video interview in the same manner as you would a face-to-face interview.  
iv. Eye contact: An interviewer should refrain from looking at oneself on-screen. Remember to look at the camera instead so it appears that one is talking directly to the candidate. 
v. Non-verbal cues: An interviewer should remember to smile and use non-verbal cues (e.g. nodding the head) whenever necessary so the candidate is aware that the interview is listening and is engaged during the interview. 
 

	Appendix A: SAMPLE CANDIDATE EVALUATION FORM 
 
CANDIDATE NAME:                                                          
	POSITION TITLE: 	 	 	 	 

	   
EVALUATOR NAME:                     	 	 
	 


                                                                                                                                 Lowest                             Highest 
	CRITERIA 
Please score candidates on the criteria below using a scale of 1-4   (with 4 as the highest score) 
	1 
	2 
	3 
	4 
	N/A 

	EDUCATION & TRAINING 
 Relevant education, degree, certifications, and licensures 
	 
	 
	 
	 
	 

	 Technical competence 
	 
	 
	 
	 
	 

	 Potential for clinical, educational and scholarly contribution 
	 
	 
	 
	 
	 

	 Professional reputation 
	 
	 
	 
	 
	 

	KEY PERSONAL CHARACTERISTICS 
 Interpersonal skills – ability to work in a team 
	 
	 
	 
	 
	 

	 Communication skills 
	 
	 
	 
	 
	 

	 Emotional intelligence 
	 
	 
	 
	 
	 

	 Professionalism 
	 
	 
	 
	 
	 

	 Work ethic 
	 
	 
	 
	 
	 

	 Flexibility in a multidisciplinary environment 
	 
	 
	 
	 
	 

	 Professional goals 
	 
	 
	 
	 
	 

	 Organization and time management skills 
	 
	 
	 
	 
	 

	LEADERSHIP (when appropriate) 
 Relevant leadership experience with demonstrated accomplishments 
	 
	 
	 
	 
	 

	 Ability to lead multiple projects in a complex, academic medical center 
	 
	 
	 
	 
	 


 
Should this person be considered very qualified for the position?    

Comments:    
Appendix B: INTERVIEW PRELIMINARIES CHECKLIST 
 
	TASKS 
	COMPLETED 
√ 
	PERSON RESPONSIBLE 
	NOTES 

	Schedule formal slots with everyone who needs to meet and interview the candidate. 
Remember to build in 15-minute breaks into the day. 
	 
	 
	 

	Create an itinerary prior to the visit and e-mail it to the applicant.   
	 
	 
	 

	Double check that everyone on the applicant’s itinerary is available to meet with the applicant a few days prior to the visit. Have an alternative list of interviewers in case anyone on the initial itinerary suddenly becomes unavailable. 
	 
	 
	 

	On the day of the interview, either pick the candidate up from the hotel or make transportation arrangements for them. 
	 
	 
	 

	Designate an official escort who will bring candidate from one meeting to the next on the day of the interview. 
	 
	 
	 

	Be sure that all individuals with whom the candidate will meet has their CV, a copy of the position description and a copy of the interview schedule. 
	 
	 
	 

	Provide an evaluation instrument to all interviewers (if being used). 
	 
	 
	 

	Arrange a tour of the hospital, school, and practice site that is led by another physician who can answer questions from the candidate 
	 
	 
	 
 


Appendix C: Sample Applicant Screening Behavioral Interview Questions 
 
	Teamwork and collaboration 

	• Describe a time when you had a dispute with a colleague and how you handled it. 

	• In your previous roles, have you ever experienced a time when your staff did not want to take on a project or task?  Explain how you have helped them to understand how the expectation fits with your operation plan. 

	• Please share an example of a situation where your team members disagreed with you.  How did you respond?  What was the final outcome? 

	• Give an example of a team decision in that you were involved in.  What did you do to help the team reach the decision? 

	• Tell me about a time when you put the needs of a group before your own when completing a task. 

	Communication skills 

	• Walk me through how you present complicated information or instructions to patients. 

	• Tell me about a recent situation in which you had to deal with a very upset patient or staff member. 

	• When working with patients or family members, tell me how you create an environment that helps them feel informed and cared for. 

	• Listening is a valuable tool.  Describe a time when good listening skills helped you overcome a communication problem or gave you an opportunity to exceed a patient or family’s expectations.   

	• Give me a recent example that best shows your ability to communicate effectively.   

	Emotional intelligence 

	• Describe a time when you were wrong. 

	• Tell me about a time when you misdiagnosed a case and how you resolved it. 

	• What is the biggest mistake you’ve ever made on the job, and what did you learn from it? 

	• Describe a high-stress situation on the job that required you to use coping skills. 

	• What types of things in your work have caused stress or made you uncomfortable?   What did you do when those situations happened? 

	• Tell me about a time when you observed an unexpected reaction (e.g. facial expression, body language, verbal cue, etc.) or emotion from a patient, staff member, or group. How did you adapt your method, strategy or plan and manage the situation based on their observation of the reaction or emotion? 

	Professionalism 

	• Describe a time when you had a dispute with a patient and how you handled it. 

	• Have you ever had conflict with a supervisor? Describe the situation and how you handled it. 

	• Describe a situation when you were working with a patient whose value and / or beliefs were different than your own, and in fact were offensive to you. What did you do to assure the patient received high quality care? 

	Work ethic 

	• Describe your work habits (difficulty reaching, timely reports, patient interaction, etc.). 

	• With what volume of work are you comfortable? 

	• Give specific examples of how you exhibit excellence (adaptability, respect or accountability) in your work. 

	Flexibility 

	• Give me a specific example of a time when you had to conform to a policy with which you did not agree. 

	• Tell me about a time when you had to be flexible, adjusting to the needs of a patient, family, leader or your team.    

	• Tell me about a time when there was an unexpected event that resulted in you having to take on additional duties. 

	Professional goals 

	• What are your biggest job motivators? 

	• What is your interest in working at an academic medical center? 

	• Tell me why you're looking for a new job right now? 

	• Is there anyone else involved in your decision to relocate? 

	• Do you have a particular connection or attraction to this area? 

	• What are your long term professional goals (next 5-10 years)?  

	Organization and time management skills 

	• How do you organize your work to ensure that you are the most effective and productive? 

	• What steps do you take to ensure effective organization and planning?  Provide specific examples.  

	• How do you schedule your time and set priorities?  How do you handle 20 things at once? 

	Risk factors 

	• Have you ever come before any committee of a hospital or peer review group for review or had privileges revoked or suspended? 

	• Have you ever had any disciplinary actions or problems of professional competence? 

	• Are you aware of any claims or investigations against you (past or present)? 

	• Have you had any malpractice suits? 
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