BALANCED INTERVIEW PANEL MEMBERS

Thanks for agreeing to serve on an interview panel for the State of Wisconsin.
Your agreement to serve indicates your consent to the following:

1. Participation.  Some interview processes may take as long as five days to complete. You will be notified in advance of the duration of the interview process.  Be prepared to be available for the entire interview process. Please inform the hiring supervisor if you are unable to commit.  
2. Punctuality.   Some interviews begin very early in the morning, thus requiring interview panel members to arrive at a substantially earlier start time. Be sure to calculate the amount of time you will need to travel to the interview site.
3. Preparation.   Some of the interview panelists may need to read about and study some of the basics regarding the position to be filled. If you have questions about the position, please discuss with the hiring supervisor ahead of time.
4. Prearrangement.  Have the hiring supervisor’s name and contact information readily available. In case of an accident on your way to the interview, you will need to send notification using the office phone and/or cell number of the hiring supervisor along with the supervisor’s title and department. Also, when you arrive at the interview site, you will need this information to gain access to the state building.
5. Planning.  Plan ahead for parking. Some state buildings do not offer free parking, so calculate the amount of time needed to get from city parking ramps or on-the-street stalls to your interview site.


HIRING SUPERVISORS

Thanks for making this effort to balance and diversify your interview panel.
As you proceed through your interviews, please keep in mind the following:

1. Take seriously and be considerate of the comments made by all panel members. Panel members’ thoughts and views may vary.  Gaining these various perspectives fulfills the purpose for having a balanced interview panel and assists you in evaluating your candidates.
2. [bookmark: _GoBack]Orient all your panel members to your state building. Provide them with directions to the building, along with directions within the building to restrooms, cafeteria or vending machines, and places to privately make calls or check cell phone messages.
