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	Quotes That Inspire
"The only thing new in the world is the history you don’t know"
Harry S. Truman 
101 Ways to have a Great Day at Work by Stephanie Goddad Davidson 
  
" I believe in hard work. It keeps the wrinkles out of the mind and spirit” Helena Rubinstein

Stephen R. Covey quotes in his best-selling Seven Habits of Highly Effective People, “Reap a thought, sow an action. Reap an action, sow a habit. Reap a habit, sow a lifetime.” Pay attention to your thoughts today. They create your life.   

Common Employer Mistakes in Employment Screening -  

Assuming your hiring managers are asking the right questions and avoiding the wrong questions. You have to inspect what you expect. Take some time to observe your hiring managers      








	
[bookmark: _GoBack]This free eNewsletter contains news and ideas to help you in your business life and is brought to you by Randisi & Associates, Inc.  If you wish to unsubscribe at any time, please reply to this message with Unsubscribe in the subject line.
1. Want to avoid spending $13,000 per year? Keep an illegal drug user out or your workforce. What is the likelihood you have an illegal drug user in your workforce? Quest Diagnostics analyzed over 5 million drug tests in 2009 and found that companies who have random drug testing programs had a  5.5% positive rate i.e. 1 for every 20 employees. How many employees in your workforce? You do the math. 
1. What are the best questions that will help your hiring managers find the best candidate for a position with your firm? This article has some great suggestions.   
Information in this newsletter is not intended as legal advice. Please consult legal counsel before taking any actions. 
I hope you find this month's newsletter beneficial.
Jim Randisi
410.494.0232

Drug Testing can help prevent illegal drug users from entering your workforce. And, it can allow you to address, in conformity with your policy, current employees who are illegal drug users. 
[bookmark: 437]Why would you want to address the situation of illegal drug use in your company? Illegal drug users will cost you, on average, $13,000* per year in increased accidents, worker compensation claims and use of your health insurance program. Your firm’s reputation could be destroyed should a third party be injured by an employee under the influence of illegal drugs. If your firm does not have and/or enforce a drug test policy, imagine you or one of your managers in front of a jury having to justify that non-enforcement. 
*Society of Human Resource Management (SHRM)
But, what is the right way to implement drug testing? We will test your knowledge this month with a quiz. Look at these drug-test questions and answer each either True or False. We will have answers in next month’s issue.
True or False
1. An employee is not meeting work-performance standards. The best way to handle the situation is to ignore the performance issues and schedule the individual for a drug and alcohol test and hope the individual will test positive.  
1. Random Drug Testing is almost twice as effective as Pre-Employment Drug Testing at revealing illegal drug users in the workforce.
1. One of your managers reasonably suspects an employee is under the influence of illegal drugs. The best way to handle the confrontation is to have the manager and the employee discuss the situation one-on-one first before proceeding to the next step. 
1. Having a Medical Review Officer analyze and investigate non-negative results is an unnecessary expense and should be generally avoided. 
1. Having a zero-tolerance policy (i.e. immediate dismissal) for employees who test positive for illegal drug use is the most cost-efficient policy. 
1. Supervisors and senior managers typically do not have substance abuse problems and need not be included under testing aspects of the company drug-free work place program policy. 
1. A supervisor reasonably suspects an employee is under the influence of illegal drugs and thinks it appropriate to immediately instruct the employee to drive to the clinic for an illegal drug and breath-alcohol test.  
1. John is driving a fork lift truck and hits Sally while trying to avoid hitting Frank. Since John caused the injury to Sally it is appropriate to only have John tested for illegal drugs and/or alcohol. 
1. A Drug Test is considered a medical exam and can only be requested of an individual after a conditional job offer has been extended. 
1. Tom applied for employment with your firm and tested positive for illegal drugs on his pre-employment drug test. He was denied further consideration in the hiring process for current use of illegal drugs. Tom then applies for a job six months later and your hiring manager tells Tom that he is denied consideration for employment because of his positive drug test six months earlier. Your hiring manager is correctly complying with Americans with Disabilities Act as Amended in 2008.
1. Your company wants to implement a drug free workplace program but is only concerned if employees show up to work “fit for duty”. Your company does not care what the employee does with illegal drugs during non-business hours. A fitness for duty policy is an acceptable compromise given your company’s philosophy toward illegal drug use.  
Interview Questions to Ask, and Stop Asking  
Summary of an article by Noah Apodaca February 2011 issue of SHRM magazine (www.shrm.org)  
Effective interviewing is the cornerstone of successful recruitment. Particularly during sluggish economic times, recruitment efforts can yield numerous highly skilled candidates, which makes the interview sessions all the more important.
The Goals 
1. Find out as much as possible about what the candidate knows.
1. Learn how their work skills have been applied and tested in work situations.
1. Determine where their aptitudes lie, defining the path of future growth and development.
Ideally, every one of the 10 to 12 questions that interviewers should be able to ask during a typical one-hour interview should be geared to give the most insight on the candidates’ knowledge, skills and abilities. Don’t ask questions that won’t help in the decision-making process.
Interview Question Effectiveness
Scrutinizing interview questions before using them can help. To do this, answer the following questions about each interview question:
“What is the most likely response to this question?” 
“Does that answer give me concrete data that will help my hiring decision?”
If either test falls flat, the question needs work. If both tests fail, toss the question out and start over.
Following are four solid questions to ask—and a proper way to word them—that can garner much of the information needed to help make an informed hiring decision.
Don’t ask: “Why do you want to work here, or why do you want this job?” This question addresses candidate motivation. We know the likely response to either of these questions is to ramble about how wonderful the organization is and what a great opportunity the position represents for the candidate. The truthful answer in all cases is no one can survive without earning money, so the candidate is seeking employment.
Neither of these responses helps to demonstrate what kind of worker the candidate is or provides any insight to their professional goals.
Instead, ask: “What particular skills or experiences make you the best match for this position?” Or to put a behavioral-based interview spin on the question, ask, “What would your most recent supervisor say are the skills that make you the best candidate for this position?” 
Don’t ask: Where do you see yourself in five years? Candidates are thrown by this question easily and typically respond that they plan to be at that organization they are interviewing with, excelling and making great contributions. This gives absolutely no insight on the candidate’s vision of their professional growth.
Instead, ask: “Where does this position fall along your career path?” Asking this gives the candidate an opportunity to speak about the skills and experiences that have prepared them for the responsibilities of this position and gives the interviewer an idea of what goals they’re looking to achieve. It might be that some candidates view the position as a destination job that they’d like to hold on to until retirement. Others might see the job as an opportunity to gain skills needed to achieve different professional goals. 
While holding on to good employees is always a concern, remember that retention efforts will be more successful if every employee’s professional goals and plans are understood.
Give candidates opportunities to share with hiring managers answers about their skills, knowledge and experiences.
Don’t ask: “What was the worst thing about your last employer?” or “What did you like the least about your last job?” This question leads candidates to break professional decorum spending interview time whining or complaining about work experiences. Trash talk might be great in the professional wrestling ring but it rarely helps in corporate America, so why goad the candidate into it? Similarly, a list of complaints provides no useful understanding of how the candidate worked to remain successful in the face of adversity.
Instead, ask: “What aspects of your previous position did you find most professionally challenging?” or “What would your most difficult past client say you could do to improve service delivery?” These questions allow candidates to reflect on how they believe that their skills matched up with the challenges of their most recent workplace and to provide assessment of what could change. Follow-up questions can probe what steps were taken to address these challenges. This gives an idea of how the candidate deals with difficult workplace situations or challenging tasks as well as how proactive they were in addressing identified issues.
Don’t ask: What are your greatest weaknesses? Some canned responses to this: “I’m too much of a perfectionist.”  “Because of my dedicated nature, I put too much of myself into my job and don’t take time for me.” Interviewers know these answers before asking the questions, so there’s no reason to have candidates recite them to us.
Instead, ask: “What kinds of professional development would make you a more-effective worker?” or “What areas of training would your past supervisor say you would benefit from the most?” This gives candidates the ability to provide self-assessments of skills gaps in an environment where they’re displayed not as personal failings but as opportunities for professional growth. In addition, using this option gives candidates the opportunity to see how their supervisor’s developmental philosophy has affected their professional development.
Giving candidates the opportunity to share answers with depth and breadth about skills, knowledge and experiences provides a hiring manager with a much more useful amount of information than an interview that uses canned questions to see if the candidate can give the “right” or “best” answer. The success of a company’s hiring process depends heavily on the ability to assess accurately what candidates can bring to the organization. In addition, it shows how the organization can interact with their newest employees to develop underutilized skills and provide a level of professional satisfaction that will keep them engaged and happy to continue as productive members of the organization.
Noah Apodaca is lead recruiter for staff and communications officer for the human resources department at the University of California, Irvine.
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