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Candidate Considerations for Campus Interviews 
It is important that we create a welcoming and inclusive environment and experience for our candidates. We want our perspective colleagues to have a positive introduction to our community and to feel comfortable enough to be themselves and share how they can contribute to Colorado College. Below are a few suggestions of things to consider as you plan for a candidate’s campus visit. 

Consider the timing of the interview. Is it a religious holiday? Have you built in break time throughout the day for a candidate with a private room. A candidate may have a prayer schedule, may need to pump, have medical or other needs. By considering the timing of the interview, you are creating a situation where the candidate is not compelled to disclose religious, medical, or other needs. 

Optimize the environment and experience. Candidates deserve an opportunity to be their best selves. Creating an environment that is inclusive is key! This includes things like sending question topics in advance, considering a diverse group of stakeholders to be a part of the experience. Awareness of factors that could be intimidating for people from marginalized backgrounds and intentionally work to create identity-safe spaces. 

If they are driving, put information in about accessible parking so they don't have to ask.  If they need any accommodation while visiting, please have them reach out to Missy Liu at mliu@coloradocollege.edu.

Consider the location of meals. DO NOT do interviews when taking the candidate out to eat. In addition to asking about food preferences and dietary restrictions, think about noise level of the venue for those who might have difficulty hearing. Also consider the environment, perhaps avoid a bar-like environment for those who don’t drink or may be uncomfortable in this type of environment. 

Provide candidates with a schedule and what to expect at the on campus interview in advance. See template below. Make sure you provide candidates with a schedule as soon as possible. At minimum this should include: who they will meet (Name and Title), where, and when. Not only will this help candidates prepare for their visit, but if they do have personal needs they can plan accordingly. Additionally, it is helpful to have a team member available to escort them from location to location if they will be meeting across the campus. 

Mention the altitude of Colorado Springs. Colorado Springs sits at an altitude of 6033 feet (about 1.84 km). Please let the candidate know the effects of being at higher altitudes and what they can do if they feel sick. This includes difficulty breathing, dizziness, headaches, nausea, and weakness. 

Provide water!  Whether from out of town or local, making sure candidates have access to water throughout their time on campus is important. 

Allow adequate time for the candidates to visit and inquire about the college and the local community. Connect with specific departments and community resources to ensure they are available to meet with the candidates. 

Meet with Gina Lujan – Benefit's Manager in HR, to discuss employment benefits. Email gina at elujan@coloradocollege.edu to set up an appointment. 
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On-Campus Candidate Visit – (Candidate’s Name)
(Position Title)
(Date)
Contact Information:
· Search Member’s Name
· Office Phone:
· Cell:
· Email:
Itinerary
Arrival/Day 1 – Date
	TIME
	
	LOCATION

	[Time of arriving flight]
	Pickup at airport (FLIGHT#) by [Hotel] Shuttle
Use Uber or Lyft to travel to hotel
	Colorado Springs (COS) to [Hotel Name]

Confirmation #

	3:00pm-5:00pm 
	Tour of area (optional, if time allows) with:
	Colorado Springs




Day 2 - Date
	TIME
	MEETING
	LOCATION

	9:00am – 9:30am            
	Interview with:

	

	9:45am – 10:15am
	Interview with:

	

	10:15am – 10:45am 
	Break

	

	11:00am – 11:15am 
	Benefits Overview with Human Resources
	

	11:30am – 12:00pm
	Interview with:

	

	12:15pm – 1:00pm
	Lunch with:

	

	1:15pm – 2:15pm
	Campus Tour with:

	

	2:15pm – 2:30pm
	Check-in with search committee, thank you and next steps
	




Day 3 - Date
	TIME
	
	LOCATION

	
	(Any last day activities)
	

	[Minimum of 2 hours before time of departing flight]
	Shuttle to airport (FLIGHT#, Time of departure) by [Hotel] Shuttle
Uber or Lyft to Airport
	[Hotel Name] to COS





image2.png
%

g
-~~~ COLORADO
/%% COLLEGE

vy




image1.jpeg
% - COLORADO
 COLLEGE




