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Anonymous Interview Process Guide

This quick introductory guide provides a framework for implementing an anonymous interview process with
an equity lens, ensuring fair and unbiased evaluations while promoting diversity, inclusion, and equity. Tailor
these steps to align with your organization's values and specific needs.

Section 1: Establishing the Process

Clearly state the goal of implementing an anonymous interview process to eliminate systemic biases and
promote equal opportunities for all candidates. Focus on fairness and inclusivity.

Assess essential qualifications, skills, and experiences required for the position, ensuring they support equity

and inclusion.

Remove criteria that could perpetuate biases or exclusion. Examples include:

Educational
Background

Work Experience

Language
Requirements

Physical Attributes

Avoid requiring educational qualifications unless absolutely
necessary for the role (e.g., a lawyer needing a law degree).
Requiring degrees for positions where they are not essential
can create barriers for candidates with relevant experience
and knowledge but limited access to formal education.

Focus on relevant experience rather than specific previous
roles or industries that may limit diverse perspectives.

Demand only the language skills essential for the job,
avoiding exclusion of candidates from diverse linguistic
backgrounds.

Refrain from specifying physical characteristics not related
to job performance to prevent biases.



Unnecessary
Certifications

Hours and
Availability

Age or Generation
Bias

Gender-Specific
Language

Cultural Fit

Only require certifications directly relevant to the role to
avoid excluding candidates with equivalent skills from non-
traditional paths.

Offer flexible work arrangements to accommodate diverse
needs, including those of individuals with disabilities or other
personal commitments.

Avoid language suggesting a preference for a particular age
group to promote intergenerational diversity.

Use gender-neutral language in job descriptions to avoid
reinforcing gender stereotypes.

Define clear criteria for "cultural fit" to prevent biases
favoring candidates with similar backgrounds to the current
team. An example of cultural fit could be evaluating how well
candidates’ values and principles align with the
organization's core values, such as integrity, respect, and
collaboration.

Create an evaluation rubric that includes technical skills and inclusive competencies, such as cultural

competence and adaptability.

Section 2: Anonymous Applications

¢ Remove application fields revealing personal information such as names, gender, age,
race/ethnicity, or photographs.

¢ Include questions that allow candidates to demonstrate their experiences and perspectives related

to diversity and equity.

e Remove or redact information that could denote age, race/ethnicity, financial class, or gender from
application forms/materials including names, names and dates of attendance to educational
institutions, or photographs.



e Focus on qualifications, skills, and experiences, including efforts related to diversity, equity, and
inclusion.

Section 3: Structuring the Interview Process

e Develop questions that assess both technical skills and the candidate’s approach to diversity, equity,
and inclusion.

e Consult with hiring managers and staff to include questions that effectively gauge the qualifications
for the role.

e Use practical exercises or simulations to evaluate candidates’ abilities, ensuring assessments align
with job requirements and promote equitable evaluation.

e Avoid questions that could lead to discrimination based on protected characteristics. Focus on job-
related qualifications, skills, and experience to ensure compliance with anti-discrimination laws and
an equitable hiring process.

e Ensure that application forms, assessments, and interview processes are accessible to individuals
with disabilities. This includes providing alternative formats for application materials and
accommodating various needs during interviews.

¢ Inclusive Design: Incorporate practices that support candidates with different abilities, such as
offering assistive technologies such as hearing aids, sign language interpreters, or real-time
captioning, based on the candidate’s needs.

Section 4: Selection and Decision-Making
¢ Include diverse members from various levels and departments to ensure a range of perspectives.
e Provide implicit bias training to panel members to minimize the influence of unconscious biases.

e Present candidates’ qualifications, skills, and assessment results without revealing their identities.

¢ Highlight efforts and experiences related to advancing diversity, equity, and inclusion.



Section 5: Training and Implementation

e Train interviewers, evaluators, and decision-makers on the anonymous interview process,
emphasizing implicit biases, systemic inequities, and the importance of diversity, equity, and
inclusion.

¢ Pilot the anonymous interview process and gather feedback from all participants.

e Continuously refine and improve the process to ensure an equitable and inclusive experience for all
applicant.

Section 6: Improvement Process

e Candidate Feedback: Include a process for candidates to provide feedback on their experience with
the anonymous interview process. This can help identify areas for improvement.

¢ Panel Feedback: Implement a system for interview panels to share their experiences and
suggestions for refining the process.

¢ Assessments: Regularly assess the effectiveness of the anonymous interview process and make
adjustments as needed.

e Internal Communication: Communicate any changes or updates to the interview process clearly
and effectively to all staff involved in hiring.

e Review Compliance: Regularly review the process to ensure it complies with all relevant laws and
regulations related to hiring and employment.

This guide serves as a starting point for implementing an anonymous interview process with an equity lens.
Adapt it to your organization’s needs and refine it based on feedback and outcomes to ensure a fair and
inclusive hiring process that values diversity and promotes equal opportunities for all candidates.
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