HR/Personnel Interview Questions

Name: Click or tap here to enter text.		Agency: Choose an item.
Interviewer: Click or tap here to enter text.	Date: Click or tap to enter a date.

1. How long have you worked with the agency?
Click or tap here to enter text.
2. When does a new employee receive orientation to the agency?
Click or tap here to enter text.
3. How often are background screenings performed on employees?
Click or tap here to enter text.
4. Describe orientation procedures for new and newly promoted employees to their jobs and to the agency.
 Click or tap here to enter text.
5. How does the agency make the Employee Handbook available to staff? 
Click or tap here to enter text. 
6. How do you notify staff of changes in the Employee Handbook?
Click or tap here to enter text.
7. How does the agency ensure that employees receive additional training, including ROMA, and follow-up training specific to their jobs? 
Click or tap here to enter text.
8. What is the agency doing to develop leadership among staff?
Click or tap here to enter text. 
9. How often are evaluations completed on employees by supervisors? 
Click or tap here to enter text.
10. Does the agency track staff turnover? Yes ☐ No ☐   
Click or tap here to enter text.
11. Is there significant turnover in staff or top management in recent years? Yes ☐ No ☐
Click or tap here to enter text.
12. How do you conduct exit interviews with employees before they leave the agency? 
Click or tap here to enter text.
13. What does the agency do with the information from these exit interviews?
Click or tap here to enter text.
14. When was the last review and update of agency’s personnel policies and procedures? 
Click or tap here to enter text.
15. When was the last review and update of job descriptions? 
Click or tap here to enter text.
16.  Describe the process used to check references and backgrounds of volunteers who work with the customers.
Click or tap here to enter text.
17. Describe the agency’s plan for recruiting, screening, and training volunteers.
Click or tap here to enter text.
18. What programs or services use volunteers?
Click or tap here to enter text. 
19. Describe the process that the agency uses to track the number of hours, and assess the value of hours provided by volunteers to support the agency’s activities. 
Click or tap here to enter text.
20. Describe the agency’s whistleblower policy.
Click or tap here to enter text.
21. What is the process of reporting staff changes within the CSBG program to the state? 
Click or tap here to enter text. 
22. What is the process if you or any staff member suspect Child Abuse and Neglect?
Click or tap here to enter text.
23. What provisions are in place to comply with the Americans with Disabilities Act in meeting the needs of the customers? 
Click or tap here to enter text.
24. On a scale of 1-10, 1 being low and 10 being high, how would you rate the morale of the agency? Click or tap here to enter text. Why? Click or tap here to enter text.

