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Video Conference Interview Procedures

Human Resources Division

1. 
Introduction

The University of Limerick (UL) permits the use of video conferencing to conduct interviews as part of its selection process where appropriate. 

In the case of multiannual posts:

· All candidates must be afforded the option of attending in person for interview;

· The preference is for all candidates to attend in person and on campus for interview;
· In circumstances where the candidate cannot travel to campus due to exceptional circumstances then the candidate may opt to be interviewed using video conferencing technology. 

All recruitment will be conducted in accordance with the current Policies and Procedures for the Recruitment / Appointment of Academic Staff / Research Staff / Research Scholars / Staff.
2. 
Network and Facilities  
2.1 
Video Conferencing
Video conferencing is a combination of audio and video transmissions to allow communication by way of an audio visual link.  Each participant in the video conference must be equipped with screens, microphones and cameras to allow the people in each location to see and hear each other as if participating in a face-to-face conversation.  High quality visual and sound output must exist for the duration of the interview to enable the Selection Board to reach an informed decision. 
2.2 
Facilities 
UL has operational video conference studios suitable for interviews in a number of locations throughout the campus and a list of these studios is available from the HR recruitment team.
2.3 
Technical Difficulties
All participants in a video conferencing interview should be aware of the risks associated with the use of video conferencing.  In the event of a technical failure or difficulty resulting in disruptions to the interview process, the HR Representative supporting the competition should be contacted to take appropriate action to try to re-establish the connection.  
If the connection cannot be re-established and technical difficulties persist then Chairperson of the Selection Board, in conjunction with the HR Representative, will make the decision whether to proceed or terminate the interview. In circumstances where the interview is terminated due to technical difficulties, the candidate will be eliminated from the process. The Chairperson and HR Representative will ensure that the incident is documented and forms part of the paperwork coming back to the Human Resources Division.
3. 
Responsibilities  
3.1 
Selection Board 
When conducting video conference interviews, the selection board must comply with the Policies and Procedures for the Recruitment / Appointment of Academic Staff / Research Staff / Research Scholars / Staff.  Selection boards must ensure the principles enshrined in these polices of Selection on Merit, Equality and Fairness are adhered to.  As with face-to-face interviews, when conducting a video conference interview, the selection board must ensure that standard interview procedures are applied to all applicants.

Any other assessment techniques being considered by the competition owner should be discussed with the HR Representative/Recruitment Office in advance of the advertising campaign before committing to these activities. 
3.2 
Interview Candidate 
It is important for candidates to note that the Selection Board will apply the same standards to a video conference interview as a face-to-face interview, with their objective being to select suitable candidates for employment based on merit.  Therefore video conference applicants should prepare themselves as they would for any face-to-face interview.  
Applicants should be aware of the risks associated with the use of video conference.  A test call will normally be conducted in advance of the interview.  High quality visual and sound output must exist for the duration of the interview to enable the Selection Board to reach an informed decision. Should the technology not perform effectively on the day of the interview, then the interview may be terminated resulting in the candidate being eliminated from the competition. During the interview process, the candidate may not have other persons in the video conference room to assist them with the interview process. Breach of this requirement will result in elimination from the competition or withdrawal of any offer of employment. Video conference staff may enter the room for technical assistance only. 
3.3 
Video Conferencing Staff at the Remote Centre 
Where applicable the video conference staff at the remote centre must be available to co-ordinate the link between the candidate and the UL video conference studio during the video conference interview. The video conference staff can assist the candidate in a technical capacity only.  
4. 
Review Mechanism 
Requests for reviews must be taken under the review mechanism provided for in the relevant Policies and Procedures for the Recruitment / Appointment of Academic Staff / Research Staff / Research Scholars / Staff
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