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Indiana Department of Transportation

This section outlines the Indiana Department of Transportation’s internal review of DEI
position, departments, activities, procedures, and programs as required by Executive Order 25-
14.

DEI Department

INDOT did not have a department dedicated to DEI initiatives.

DEI Staff Positions
INDOT did not employ any staff dedicated to DEI initiatives.

Mission Statement or Value Statement

INDOT does not have a mission or value statement including DEI.

Programs Administered to the Public

o INDOT's website lists a strategic goal of the agency to "continue to develop a
transportation network that increases access, equity, and environmental sustainability

though research, public-private partnerships, and federal initiatives/funding/programs."

o In Oct. 2024, INDOT hosted a public meeting regarding Revive I-70. During the public
meeting, a slide deck was shared that includes INDOT's work on equity services. The
Equity Initiative Services, now known as the Business Opportunity Division,
administers INDOT's federal disadvantaged business program (DBE), codified by 49
CFR 26. By federal statute, INDOT is required to administer the DBE program as a

requirement of receiving federal highway funds for road construction projects.

o OnINDOT's webpage, there are minutes from a Bloomington Monroe County
Metropolitan Planning Organization (BMCMPO) meeting on June 14%, 2024. In the
minutes, they address and present findings from focus groups, including a diversity,
equity, and inclusion focus group. This was a public involvement meeting related to
INDOT's Statewide Transportation Plan (STIP). INDOT is required to host public
meetings to afford public involvement for our STIP pursuant to 49 USC 5304. Such

meetings are conducted pursuant to Indiana’s Open Door Law, IC 5-14-1.5.



Grant Conditions

o

INDOT does not have any DEI grant conditions.

Training/Instruction Administered to the Employees

O

INDOT allows Employee Friend Resource Groups (EFRG). EFRGs are voluntary groups
led by employees who may share a common characteristic or life experience. INDOT
will rename EFRG’s to Colleague Engagement Networks (CEN). CENs would be a
group of INDOT team members that are linked by common purpose, interest, or goal.
This program would support INDOT employees while increasing retention and

organizational commitment to INDOT. (See Appendix 1 and 2)

INDOT uses job profiles from SPD, which often include DEI language. As we are
required to use SPD job profiles, we will look to SPD to release updated language in the
job profiles removing DEI language.

INDOT has recently revised its Equitable Guide to Hiring, removing all references to
DEI and replacing with language that captures a fair and efficient hiring process. (See
Appendix 3 and 4)

Job Applicant Requirements

o

INDOT does not have any DEI job applicant requirements.
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INDIANA DEPARTMENT OF TRANSPORTATION

Purpose

Employee & Friends Resource Group (EFRG) are voluntary groups led by employees who may share a common
characteristic or life experience, such as age, gender, religion, etc. The goal of EFRGs is to provide support to their
members and help foster a diverse, equitable, and inclusive workplace. The purpose of this document is to
highlight key points from the State of Indiana’s EFRG policy. For more detailed information, please refer to the
state EFRG website.

Scope
This policy applies to all full-time and part-time employees of the Indiana Department of Transportation (INDOT).

Description

o The State of Indiana supports employees’ ability to freely associate and form EFRGs.

o EFRGs are independent of, and operate separately from, the State of Indiana, and their activities are not
state action.

o Ifyou elect to establish and operate an EFRG, it must be done in a way that does not violate the Indiana
Code of Ethics or the Information Resource Agreement (IRUA).

o EFRGs must be open to all INDOT employees regardless of any attributes that make each person unique
and cannot exclude non-members from its activities.

o Please be mindful that as you establish and operate your EFRG that uses state property, such as your state
computer or state email account, for communication or other purposes involving your group, it could result
in a public record.

Establishing an EFRG
INDOT will follow the guidelines established by the Indiana Office of the Chief Equity, Inclusion, and
Opportunity Officer. Here is a summary of the requirements
e Review and understand the State of Indiana’s policy on EFRGs.
e Consult with the Chief Equity, Inclusion, and Opportunity Officer (CEIOO) office on guidelines & best
practices.
e Review and identify the areas of focus for your EFRG as identified in the SOI policy on EFRGs
e Create a Charter Proposal for the EFRG
e Although not required, it is recommended you find an executive sponsor (Director level or above).
e Submit your EFRG request to INDOT’s Equity and Inclusion team at inclusionandbelonging@indot.in.gov.
Once you have received notice of receipt from INDOT’s Equity and Inclusion team you may submit your
plan to the office of CEIOO.

EFRG Guidelines 11/2/22—



FAQs

Q: Can the group meet during work hours?

A: EFRG’s operate independent of the State so as a general rule meetings and events must take place
outside of work hours which includes your lunch break. Under the WHOLE policy, agencies can be
flexible with their employees’ schedules if the event is considered professional/organizational
development, community outreach or philanthropy focused.

Q: Will INDOT fund EFRGs?

A: EFRGs are employee-funded and may not use state funds. However, in some instances state funds may
be requested if being used for approved, operational activities related to work.

Q: How much support can we expect from INDOT?

A: We will support by integrating EFRG leaders into the I&B teams, helping them gain visibility to
opportunities and leverage various internal and external networks to achieve their goals. INDOT supports
EFRGs and appreciates the value they bring to the agency. Currently, the process and approval of EFRG’s
are completely managed by the Office of the Chief Equity, Inclusion, and Opportunity Officer. INDOT will
and abide by all guidelines and policies set forth by the Governor's Office.

Q: How many members do I need?

A: At least 10 members to start. There is no limit on the maximum number of members.

Q: Is there anything leaders need to submit to the CEIOO regularly?

A: Yes — EFRG leaders need to submit quarterly reports and annual action plans & goals.

References:

IRUA Policy
WHOLE Policy'

EFRG Guidelines 11/2/22
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Categories of Colleague Engagement Networks

To determine eligibility of events and initiatives, a CEN must fall into one of the three recognized
categories:

e Peer Networking and Support
o This network can provide a mechanism for employees to share information, advice,
support and guidance with each other.
e (Career Progression
o This network may help promote the professional development of specific employee
groups in areas such as business practice, presentation and/or leadership skills.
e Shared Interest

o This network can provide space for colleagues who share a similar interest, hobby, or
demographic.

Establishing a Colleague Engagement Network

1. A chair and co-chair of the suggested CEN must be decided and in agreement with the goals and
focus of the group that align with one of the CEN categories outlined in this guidance.

2. Establish the operating structure and recruit initial members to join.

3. Complete the Colleague Engagement Network Proposal Worksheet to submit to the Talent
Management Inbox (TalentManagement@indot.in.gov).

a. Proposals for the creation of CENs are reviewed upon receipt of the proposal. The
Employee Engagement Representative will get back to you with a request for further
information, approval, and/or denial of your proposal within 5 business days.

4. Continue to recruit members, meet once every quarter, and maintain open communication with
your Executive Sponsor to maintain active status.

Sustaining a Colleague Engagement Network

Each Chair and Co-Chair of the active CENs will be required to meet with the Employee Engagement
Representative in a bi-annual CEN group meeting. At this time, all CENs will be required to provide the
current list of members, the name of their Executive Sponsor, a list of meetings/ events the CEN

conducted since the last meeting, and their schedule of meetings/ events planned before the next
meeting.

Use of State and People Resources
“Peer Networking and Support” or “Career Progression” Category:

e Eligible to operate during agency hours, pull in members of the agency to assist or participate in
initiatives and/or meetings, and host meetings during agency hours.

“Shared Interest” Category:

e Intended to operate outside of agency hours and only offer certain initiatives during agency
hours with the Talent Management Representative and Executive Sponsor’s approval.
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All Colleague Engagement Networks:

e Eligible to operate on agency time during meetings called by the Employee Engagement
Representative and/or the Executive Sponsor.
e  Must create communications (flyers) using personal resources to market events, initiatives, or
membership.
o CENs can hang flyers in the office
e Canonly use free resources provided by INDOT.
o Microsoft Teams channel to communicate with one another and plan meetings.
o CENs cannot create a CEN-related Outlook Email.

DEFINITIONS

Colleague Engagement Network (CEN)

o A group of Indiana Department of Transportation (INDOT) team members that are linked by a
common purpose, interest, or goal.

Chair

o Will guide the network and play a key role in shaping its agenda and be the lead contact for the
Executive Sponsor.

Co-Chair

o Supports the activities of the Chair, assists in coordination and is second in command in the
event the Chair is unavailable.

Executive Sponsor

o A senior executive that can advocate on behalf of the network, guide the network’s strategy and
direction, help solve any issues, and generally raise the profile and influence of the network
within the agency.

Talent Management Representative

o Typically, a member of Employee Engagement, the Talent Management Representative regulates
and follows up with all CENs regularly to ensure compliance and follow-through on the goals and
initiatives set out in the CEN Proposal Worksheet.

Colleague Engagement Network Proposal Worksheet

o The document needed to be submitted to the Talent Management Representative to establish a
new CEN. This document also provides an overview of the operating structure of your network,
identifies the goals and mission of the CEN, guides key activities, and determines eligibility of
events and meetings to be held within working hours.

Active Status
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o ACEN that is still eligible to continue operating within the expectations of this guidance and the
initiative set out in the CEN Proposal Worksheet.

REFERENCES

Colleague Engagement Network Proposal Worksheet
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Introduction

Welcome! The Equitable Hiring Guide was designed to assist hiring managers across INDOT with equitable
interviewing practices during the hiring process. The purpose of this tool is to standardize the interviewing
process so we can offer the best experience to candidates.

Additionally, and most importantly, we aim to ensure that the interviewing process operates through an equitable
and inclusive lens that promotes diversity. INDOT values Diversity, Equity, and Inclusion, and is committed to
hiring a talented and highly skilled workforce to serve all Hoosiers.

The guide flows in order from prepping before the interview(s), conducting the interview(s), deciding to hire, and
then welcoming the new hire to the team.

Your role as a hiring manager is a crucial one. We appreciate your efforts, and we want to make the process easier

for you, no matter if you are a seasoned pro or are hiring for the first time. By following the guide, you will be
able to create a smooth, effective process that results in a positive candidate experience.

/@ Inclusion&

" Belonging
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Highlights

e About how long should each interview be?

o Screening Interview (optional): 15-20 minutes.

o  First-round: 45-60 minutes.

o Second-round (if needed): 45-60 minutes.

o See page 6 for more information.

e What questions should I ask in a screening interview?

o Basic questions (e.g., tell me about yourself), resume details, interest in the position, salary

expectations.

o See page 7 for more information.

e Rubrics for second-round interviews make evaluating candidates easier for you, help reduce bias, and
provide a more objective review of candidates.

o See pages 12-14 for a template you can print.

e [tis important to keep biases in check. Two common types of bias that can show up when interviewing:

“Just Like Me” Bias Halo/Horns Effect

This is being biased in favor of candidates who The halo effect occurs when a positive

are like you. Maybe this candidate went to the impression or seeing one trait positively leads

same college as you, grew up in the same town, you to treat someone more favorably and

or they have a similar personality to you. This overlook their bad traits. Conversely, the horns

is not a harmful thing, but it can mean that other effect occurs when a negative impression/trait

qualified candidates are overlooked. leads you to treat someone more poorly and this
overshadows positive traits. See page 20 for
more information.

e How do I foster a sense of belonging for a new employee?

o There are many things you can do, such as celebrating accomplishments or personalizing

introductions more.

o See page 23 for more information.

e  What do I do if a candidate asks me questions about equity and inclusion?

o Avoid sharing your personal views and share the agency’s stance.

o See page 24 for more information.
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Before the Interview

There is ample planning and prep work that occurs before the actual interview. The target time to hire metric is
20 days or less.

Interviewing should take place within two weeks of posting a position. Tip: Select an ideal start date for your new
position and move backwards to schedule. For example, if you ideally want a traffic engineer to start on May 1%,
you will then aim to finish interviewing, decide on a top candidate, and notify them by April 14" and complete
pre-hire checks/provide a final offer by April 20™.

If you will be using an interview panel, identify panel members as early as possible (even before posting the job)
and work with them to block off adequate time on their calendars for interviews. Also, carefully consider who to
include on the panel. Does the panel embody diverse perspectives and identities? Do they represent INDOT well?

How many rounds of interviews should I do?

We recommend no more than 3 interviews total, including the screening interview. We want to be
respectful of interviewees’ time and not lose top talent from having too long of a process.

Should the interviews be in person or virtual?

We recommend conducting a brief phone screen, then having either an in-person or Teams interview,

or both if you are doing 3 interviews. It is important to acknowledge possible differences in preferred
mode of interview as well. If you only conduct in-person interviews, this may be a barrier for candidates
and thus, you could be missing out on high-quality talent. With a diverse candidate pool of applicants,
we suggest a virtual interview first followed by an in-person interview so that everyone can shine in the
format they are comfortable with. This way, we have an equitable process for everyone.

How long should each interview be?

Interview Mode Recommended Length of Time
Screening Interview (Optional) 15-20 minutes
First-Round 45-60 minutes
Second-Round (If needed) 45-60 minutes
r o |

Remember! Be sure to accommodate any reasonable needs if requested by the candidate,
such as an accessible parking space, a break for a breastfeeding mother to express milk, a
private space for prayer, etc. If you do not know how to reserve rooms or where accessible
parking is, you can reach out to your HR Representative. For more information, visit:
https://www.in.gov/spd/policies-and-procedures/americans-with-disabilities-act/
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The Screening Interview

The first stage of interviewing is the screening interview. The purpose of the screening interview is to get an
overall impression, clarify the resume, and weed out those who do not meet qualifications. Screening interviews
are meant to be brief, and is not the time to ask the in-depth, open-ended questions.

How to conduct a phone screen:

1. Introduce yourself and ask the candidate how they are doing.

a. Ifthere is a piece of their resume or experience you connect with — bring it up. For example, if
you see they previously lived in a state you love to visit, say so. Kind, authentic small talk can
put the candidate more at ease.

2. Outline what to expect during the interview.

3. Ask the basic questions.

4. Ask resume details.

5. Ask about their interest in the position.

6. Ask about salary expectations.

7. Ask and answer if there are any questions the candidate may have for you.

8. Thank them and provide details on next steps.

Here are some examples of questions to ask for each category. Pick one or two from each category.

Basic Questions

e Can you walk me through your background?
o Tell me a little bit about yourself.

e  When could you begin working? (Note: this may give the impression that the candidate is further along
in the process.)

Resume Details
e  What skills have you gained that match this position?
e (Can you tell me more about [one previous job or experience that may be relevant to position]?

Desire for the Position

e  What attracted you to this position?
e  Why did you apply for this position?
e How did you hear about this position?

Salary Expectations

e How much would you like to earn in this position?
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Red Flags:
I- Talking negatively about a previous employer.
[ Extreme focus on the pay.
I- Shows no interest in the specific role.

I- Shows a lack of preparedness.

Tips:
- o
i () “w
Although you may want to Be mindful of time. Do not Keep an open mind and be
knock out all the screening ask too many questions and mindful of your biases to
interviews in a block of time, leave time at the end for any limit its influence on your
don’t schedule calls back- questions they have for you. decision-making concerning
to-back. You would then be the candidate. See Page 18 for
rushing through questions, and more information on bias.

if one call ran late then all the
following calls would start late.
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First/Second-Round Sample Interview Questions

You’ve scheduled the next round of interviews with candidates, and now you need to plan what questions to ask.
Creating interview questions could be the most challenging part of the process for a hiring manager. Included
here are sample questions you can use. It is important to think about what questions will best give you the
information you need to determine a candidate’s skills for the job.

What makes a good interview question?
v' They are open-ended, meaning that they cannot be answered with a simple “yes” or “no.”
v" They do not intend to trick the interviewee.

v" They illustrate a direct link to the competencies and knowledge necessary for the position.

What is a competency-based question?

A competency-based question is a behavioral interview question that seeks to assess a specific skill or
competency needed for the position. It lets you know how a person has handled a situation in the past
and/or how they may handle a situation in the future.

Which round should I ask competency-based questions?

You can use these questions for any round. However, for a screening interview, it may be best to use
fewer of these types of questions, if any, and focus more on walking through the candidate’s resume and
asking why they are interested in the position.

When deciding on what questions to ask, first think about what skills/competencies matter most for the position.
Then you can narrow down what specific questions you want to ask.

Additional Considerations:

e Historical questions (“tell me about a time when”) and easy to prepare questions may result in a good
storyteller and could be inaccurate in predicting success in a position.

e Instead of asking typical problem-solving questions, you can provide candidates a description of a real
problem they will face on the job and have them walk you through steps they would take to solve it.

o  Sell the position and INDOT. You can proactively ask, “what are the top factors that you’ll use to
consider a job offer?” and then give compelling information in response to their top factors.

Remember! Be mindful of how many questions you can feasibly ask
in a set amount of time. Also, you’ll want to leave about 10 minutes for
the interviewee to ask you questions. They are interviewing you too!
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Example Interview Questions

Competency

How have you worked well with someone who had a different experience, education,
training, or perspective than you?

What makes an inclusive work environment and how do you plan to promote inclusion and
a sense of belonging in this position?

Tell me about an occasion when you were able to connect people from different
backgrounds/cultures in a united effort.

Diversity

Describe a time when a team experience was rewarding. What made that experience
rewarding?

Describe a time when you helped a team member solve a problem without being asked.

Teamwork

What challenges have occurred when coordinating work with other departments/units/
divisions?

Give an example of a time when you had to change your communication style with a
particular person.

Communication

Outline the steps you’d take to adapt when a dramatic, unexpected change occurs.

Tell me about a time when you had to adapt to an uncomfortable situation.

Adaptability

How do you develop a project’s goals and project plan?

What is a significant project that you managed and how did you make sure that everything
was getting done correctly and on time?

Project Management

What are challenges leaders may face and how would you overcome them?
What leadership skills do you find most useful?

Tell me about a time when you effectively demonstrated leadership skills.

Leadership

Outline the steps you would take in dealing with an especially difficult employee or
coworker. What would a successful outcome look like?

Give an example of a situation where you disagreed with a coworker’s idea. How did you
express your opposition and what happened as a result?

Conflict Resolution

Give an example of a time when you used effective time management skills to complete a
project ahead of schedule. What was the project and how did you prioritize tasks?

Tell me about a time when you missed a deadline. How did you handle it?

How do you limit distractions?

Time Management

Equitable Hiring Guide




How have you dealt with failure in the past? Integrity
Give an example of how you have acted with integrity in your work.

What does integrity in the workplace mean to you?

Tell me about a time when you recognized a potential problem as an opportunity.
Initiative/Motivation
Give an example of something you have done to make your job easier or more interesting.

Describe a time when you had a project that required you to work well under pressure. How Stress Management
did you deal with it?

What steps do you take to prevent a situation from becoming too stressful to manage?

Tell me about a time when you helped resolve a group problem. What caused the problem Problem-Solving
and what was the solution?

Describe a time when you faced an unexpected challenge at work.

Give an example of a situation when your ability to notice another person’s feelings or Empathy
concerns enabled you to proactively address an issue.

Describe a work situation that required you to really listen and display compassion for a
coworker who was telling you about a personal or sensitive issue. What did you do?

How do you build team spirit in an environment of low morale? Building Morale

How do you celebrate an individual’s or your team’s successes?

Outline the steps you'd take to continuously learn and maintain your expertise in one Learning
important technical area.

What is something you plan to learn for this position?

Outline your learning process when learning a new skill.

For additional competencies used by the State, check out these resources:

SAP Competencies List:
https://www.in.gov/indot/files/SAP-Competencies-List.pdf

Competency Development Guide:
https:/www.in.gov/indot/files/ COMPETENCY-DEVELOPMENT-GUIDE _Final.pdf
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Interview Rubrics

Using rubrics to evaluate responses to interview questions is a great way to assess a candidate’s skills and have
a record of notes for later reference. Rubrics help maintain consistency and fairness with evaluating and ranking
candidates. This consistency results in a more objective review of candidates and helps with reducing bias.

What is a rubric?

A rubric is a matrix that allows you to assign a score to how the question was answered. It defines the thresholds
for various levels and the must-haves of the role.

See the example of an abbreviated interview rubric on the following page. This Communicating Effectively
example is just one section of a whole interview. This format can be repeated with multiple question sets
concerning competencies such as critical thinking, organization, and/or other competencies you want to assess.

We encourage you to take this rubric example and use it for your own interviews. Feel free to incorporate
questions best targeted for the position (see our Sample Interview Questions).
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INTRODUCTIONS

1. Introductions: Name, Title, & Short Description of Your Role

a. Order of Introductions:

2. What aspects of this position are you excited about and best fit your interests and skills?

[Category of Questions] Example: COMMUNICATING EFFECTIVELY

3. We find that what works with one person does not necessarily work with another. We must be flexible in
our style of relating to others. Give an example of when you had to vary your communication style with a
particular person.

4. Follow Up: When communicating across differences (such as race, gender identity, etc.) how do you

effectively convey your message?

Beginner (1) Benchmark (2) Milestones (3) Advanced (4)
COMMUNICATE | Experiments Participates in Demonstrates Demonstrates
EFFECTIVELY | with communicating the knowledge the knowledge
communicating | across difference to communicate to communicate
effectively. in a silo, effectively and across | effectively and across
Ability to learn | unintentionally. while they may difference while
new methods is | Ability to learn see connections to also clearly seeing
doubtful. new methods is workplace issues. the connection to
uncertain. Ability to learn new workplace issues.

systems is apparent.

Ability to learn new,
complex methods is
apparent.
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At the end of the interview:

CANDIDATE WRAP-UP

5. What questions do you have for us?

Next Steps:

e Thank you for taking the time to go through this process and interview with us!

Candidate Strengths Candidate Areas of Growth

Overall Score (Out of 16; Up to 4 points per category):

Communicating Effectively Score:

[Category] Score:

[Category] Score:

[Category] Score:
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Legally Impermissible Personal Questions Chart

There are some topics that are legally off-limits to ask an interviewee due to Title VII of the Civil Rights Act of
1964, such as age, disabilities, national origin, citizenship, criminal record, marital status, or military discharges,
while other topics may be acceptable depending on what you are specifically asking.

The table below provides different topic areas and what is prohibited and permissible to ask.

TOPIC DON’T ASK THIS ASK THIS INSTEAD
Address/Residence * About foreign addresses that * Phone number and other
would indicate a national origin contact information, like

current address.
* Who do you live with?

* Do you own or rent?

Age * How old are you? * No questions should be asked
about a person’s age. Your HR
* When were you born? Representative will verify age,
if necessary.

* Any question that would tend
to identify persons who are 40
and older (“Do you remember
working before e-mail was

around?”)
Arrest and Conviction * Have you ever been arrested? Your HR Representative will
conduct a background check
* Have you ever gone to jail? which includes the candidate’s
criminal convictions.
Attendance/Reliability * Who is going to babysit your * What hours and days can you
children? work?
* Do you have pre-school age * Are there specific times that
children at home? you cannot work?

* Do you have a car?

Citizenship/National * What is your national origin? * No questions should be asked
Origin about a person’s citizenship
* Are you native-born or naturalized? or national origin. Your HR
Representative will verify if the
* Where are your parents from? new hire is authorized to work in
the United States.

* What is your maiden name?

* (Before hiring) Can you show proof
of citizenship?
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TOPIC

DON’T ASK THIS

ASK THIS INSTEAD

Credit Record

* Do you own your home?

* Have your wages ever been
garnished?

* Have you ever declared bankruptcy?

* No questions about credit history
or a person’s finances should be
asked.

Disabilities/Handicaps/
IlIness

* Do you have any disabilities?

* About the nature of or severity of a
disability/handicap

* Have you ever been addicted to
illegal drugs or treated for drug or
alcohol abuse, received workers
compensation, or been hospitalized/
treated for physical or mental health
conditions, or ever been absent from
work due to illness?

+ Can you perform the duties of the
job you are applying for (describe
duties to candidate)?

+ Can you meet the attendance
requirements?

*If a candidate discloses that
they have a disability and
asks if they can perform the
job with an accommodation,
we may need to provide an
accommodation depending on
what accommodation is requested
and if the accommodation would
cause and undue hardship. Ask the
candidate what they would need.

Education » When did you graduate from high * Do you have a high school diploma
school or college? or equivalent?
* What level of education have you
completed?
Gender/Sex * Do you wish to be addressed as Mr.? | ¢ No questions about gender or sex
Mrs.? Miss? Ms.? Mx.? should be asked.
* Are you female or male?
Language * What is your native language? » What languages do you speak
and write fluently? (If the job
* Inquiry into how the candidate requires additional languages.)
acquired the ability to read, write
or speak a foreign language.
Military Record * What type of military discharge * What type of education,

did you receive?

training, work experience
related to this position did you
receive while in the military?
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TOPIC

DON’T ASK THIS

ASK THIS INSTEAD

Organizational
Affiliation

* What clubs, societies and lodges

do you belong to?

* Inquiry into the candidate’s
membership in organizations
which the candidate considers
relevant to their ability to
perform the job such as,
professional organizations
(e.g., Society for Human
Resource Management).

Parental/Marital
Status

* Do you have children?
* Do you plan to have children?

* Are you married, divorced,
engaged, separated, widowed?

* [s your spouse in the military?

* No questions about parental or
marital status should be asked.

Physical Features

» Weight, height, impairment, or
other non-specified job-related
physical data.

* No questions should be asked
about physical features

Race or Color

(See also Citizenship/
National Origin)

* Anything directly or indirectly
related to race.

* No questions should be asked
about a person’s race or color.

Reference Checking

* What is your father’s surname?

* What are the names of your
relatives?

* By whom were you referred for
this position?

* Names of people willing to
provide references.

Religion or Creed

* Do you attend church?
* What church do you attend?

» What religious holidays do you
observe

¢ Can advise candidate about
normal hours and days of work
required by the job to avoid
possible conflict with religious
or other observances.

Sexual Orientation

* Are you LGBTQ+?

* No questions about sexual
orientation should be asked

Worker’s
Compensation

* Have you ever filed for worker’s

compensation?

* Have you had any prior work
injuries?

* No questions about worker’s
compensation should be asked
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It is critical that you do not violate equal employment opportunity laws. The reason some topics are illegal
is because that information could be used to discriminate against a potential employee. All settings and all
interactions are part of the interview. It is best to make sure anyone who will have possible contact with the
candidate is knowledgeable about what is appropriate to discuss. When in doubt, keep it about work!

What if a candidate discloses personal information?

Sometimes candidates share information related to these impermissible topics. For example, they may say, “I
have three kids,” “I go to church,” or “My spouse is in the military.” Even though the candidate willingly brought
it up, do not follow up on this information and do not write it down in your interview notes. Acknowledge what
was said by nodding and saying, “Ok,” or “I see” or some other neutral response, then move forward with your
prepared questions or another topic of conversation.
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Behavioral Guidelines for Conducting Interviews

You have everything prepped for the interview, so you are all set, right? Well, how you conduct yourself during
the interview is another important piece that you need to be prepared for. Candidates will want to see someone
who is professional, honest, and engaged. Below are some tips on conducting yourself appropriately and
professionally during an interview.

Responsive Listening Technique

Responsive listening, or active listening, is a communication technique in which you show that you
understand what is being said and recognizing others’ emotions through verbal and nonverbal cues. It is a
way to be engaged and enthusiastic in the conversation. Responsive listening is useful when interviewing
because it can make the candidate more comfortable, keep the conversation going, and allow the
candidate to answer questions fully. Responsive listening is a skill to be practiced and will reflect well on
your professionalism.

Key behaviors of a responsive listener:

e Eye contact while talking.

e  Gestures such as uncrossing your arms, leaning, or smiling.
e Pausing and giving space for the candidate to fully respond.
e Clarifying to ensure you understand what was said.

e  Acknowledging what you heard. “I agree,” or “Great point.”

Body Language

You may have heard before that most of communication is what we don’t say, meaning we communicate
a lot with nonverbal cues (i.e., body language). Even if unintentional, hiring managers could send
negative messages based on their body language. It’s critical to have a professional demeanor during
interviews because as a hiring manager, you are representing INDOT, and candidates are evaluating you
as much as you are evaluating them. Here are some negative messages you could send with your body
language and suggestions of how to keep it in check.

Body Language The Message Do This Instead

Sighing, rubbing your > “I’m bored” Loosely clasp your hands in
neck or back of your front of you or rest them on
head, resting your chin your lap. Avoid sighing.

on your hand.

Crossing your arms over > “I’m better than you” Sit upright with your torso
your chest, leaning back facing the candidate.

in your chair, resting

one ankle on top of your

other knee.
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Shaking one leg or > “I’'m uncomfortable” Place both feet flat on the
wiggling a foot. A lot of floor or sit with your legs
leg movement. crossed at the ankles.
Rubbing your face or > “I'm annoyed” Loosely clasp your hands in
drumming your fingers front of you or rest them on
on the table/desk. your lap.

Avoiding Bias

Bias is defined as having prejudice for or against a person or group. For example, a hiring manager can be
biased against older adults because they think they may not be able to do the job well. Bias is sneaky and
can show up during the interview process without you knowing it! So, it is good to be prepared and reflect
on what possible biases you may have so that you can prevent it from interfering with interviews. Read
about some of the distinct types of biases relevant to interviewing below.

“Just Like Me” Bias: This is being biased in favor of candidates who are like you. Maybe
(") this candidate went to the same college as you, grew up in the same town, or they have a
() similar personality to you. Perhaps this person even reminds you of yourself. This is not a
harmful thing, but it can mean that other qualified candidates are overlooked. Further, this
bias reduces diversity in the workforce if everyone you hire is just like you. That is not an ideal outcome
because diversity enriches the workplace by boosting creativity, productivity, and problem-solving.

Halo/Horns Effect: This is a two-part bias. The halo effect occurs when a positive

impression or seeing one trait positively leads you to treat someone more favorably and

overlook their bad traits. Conversely, the horns effect occurs when a negative

impression/trait leads you to treat someone more poorly and this overshadows positive
traits. Either way, your perception of a person is unfairly influenced by a single trait. For instance, research
has found that viewing a person as attractive leads people to believe they are also intelligent'. This type of
bias prevents hiring managers from being objective and viewing the whole person holistically.

Pet Names

Avoid calling the candidates names such as girl, boy, gal, honey, sweetie, dear, son, kiddo, etc. Although
it may be a habit or a term of endearment, names like these may be viewed negatively by the candidate.
Additionally, it could misgender a candidate if you use a pet name that does not match how they identify.

Consistency & Communication

To be fair to all the candidates, they should all be asked the same set of questions for every interview.
Follow-up questions may differ though. Doing this will also make it simpler to evaluate candidates’
responses. Communicating effectively is also necessary for a good interviewing experience. Respond to
candidates’ emails promptly (within 2 business days), acknowledge any thank you emails, and always let
them know the next steps in the process including how they will be notified. For candidates who do not
move forward, be sure to disposition them in SuccessFactors as soon as you decide to not continue with
them. When candidates are placed in the “Not Selected” disposition in SuccessFactors, the system will
generate an automatic email informing them of the decision.

1 https://news.st-andrews.ac.uk/long-reads/smart-at-first-sight/
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Deciding to Hire

You have completed all the interviews, so now it is time to select your top choice and extend an offer! How do you
know that you are making the best decision? Have you made an effort to keep your biases in check? Deciding to
hire is a big step in the process and should be taken very seriously. It’s important to not be rash in deciding, but a
balance must be found in deciding in a timely manner so that you don’t lose the candidate.

Questions to ask yourself/committee when evaluating top/shortlisted candidates:
e s this person qualified for the job?
e (an this person do the core aspects of the job?
e How does this person fit into the team and the vision of INDOT?
e Are any of my biases impacting my judgement of this person?
How do I decide between two excellent candidates?

If you have two similar candidates who both meet all the requirements, go to your preferred qualifications list,
and evaluate them. Preferred qualifications are not required for a candidate to be considered but go beyond
the minimum job requirements and are desired qualifications. Preferred qualifications may include things like
specific years of experience with a certain software, being bilingual, or a master’s degree.

Once you have made a selection, do not delay in updating it in SuccessFactors and notifying the candidate. You

should first call then email an informal offer letter to them. Lengthy hiring practices is one of the top reasons
candidates turn down offers®. Below is an email example from workable.com you can use.

New message — X

To CcBec

Subject  Job Offer from INDOT

Dear [candidate’s name],
I hope this email finds you well.

We are pleased to offer you a position as a [role title] at INDOT. We think that your experience and skills will be
a valuable asset to the agency. We would love to have you on our team.

If you are to accept this offer, you will be eligible to the following in accordance with INDOT’s policies:

Annual gross salary/hourly wage and/or biweekly wage of $[total annual salary or hourly wage]

Standard benefits including: [list benefits from job posting]

Your expected hire date will be [date] and your immediate supervisor will be [supervisor’s name]. To accept this
offer, please email us back by [date]. Feel free to contact me if you have any questions or concerns.

We look forward to welcoming you to INDOT.
Sincerely,

[your name]

Al @4 Tl

2 https://www.inc.com/kelly-main/hiring-job-interviews-great-resignation.html
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After You Hire

o 2o Congratulations! You have hired a new employee. The hardest parts are over, but there are still some
&
o

a2 action items to complete after a candidate accepts the position to ensure a smooth onboarding
Y process and help the new hire feel welcomed at INDOT.

v" Quickly notify unselected candidates via SuccessFactors or email.

o ltis professional and kind to let candidates know they are not moving forward. We still want
them to have a good impression of INDOT. SuccessFactors sends an automatic email when a

candidate is moved to the “Not Selected” bucket, but it may be a good idea to also write a more
personal email.

= Example: Thank you for taking the time to meet with me for the [role title] position
at INDOT. It was a pleasure to meet you and learn about your experiences. I regret to
inform you that you have not been selected to move forward in the process. [optional:
provide a brief reason for your decision]. Thanks again for applying to INDOT and |
wish you the best in your future endeavors.

v" Stay in communication with the new hire and help them prepare for their first day.

o Provide them a start time, directions to the office, and any other relevant information. It would
be good to also give them an outline of what they’ll be specifically doing their first day/week.

o If'the new hire notifies you of a need for a reasonable accommodation for a disability, work with
your HR representative to get them a request form. For more information, go to
https:/www.in.gov/spd/policies-and-procedures/americans-with-disabilities-act/

v" Get the new hire’s workspace ready to go by their first day.
o Include their necessary equipment like a laptop. Consider putting up a welcome note or sign.
v Email an announcement to your whole team to welcome the new employee.

o See an example template below that you can use.

Email Announcement:
New message il
To CcBec

Subject  Welcome [new employee name]

Hello everyone,

I am delighted to announce that [new employee name] has joined our team here in
[department name] as the [job title]. [New employee name] will be reporting to [name
of supervisor/manager] and will be working on [details of role].

[New employee name] comes to us from [previous role or where they moved from].
[Share any other personal details or fun facts].

Please join me in giving a warm welcome to [new employee name]! We are thrilled to
have them with us. [New employee name] will be sitting in [provide details], so come
say hello and introduce yourself.

Best,

[your name]

ADO~@ & =
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The Importance of Belonging

Having a sense of belonging in the workplace is vital for employee well-being, preventing burnout, and retention.
Belonging is about the feeling of security and support, and that one’s uniqueness is accepted and celebrated.

It allows for everyone to be their true authentic selves at work. Teams need to make a conscious effort for all
employees, especially employees from underrepresented groups who are more likely to feel as though they don’t
belong. For new employees, they may experience “belonging uncertainty,” where people have concern and spend
energy wondering whether they belong or not in a new environment. This feeling may be more prevalent in
underrepresented groups as well.

Fostering belonging starts with leadership. A new employee’s sense of belonging in their first week may predict
whether they stay for a long time or not. From day one, you can take steps toward making your department
welcoming for your new hire.

Say “Welcome to our team” instead of “Welcome to the team.”

Personalize introductions more. Instead of only saying, “This is [name],” add some hobbies or
interests of theirs.

Be open and actively ask for employee feedback, and don’t brush things under the rug if there
are disagreements.

Recognize and celebrate accomplishments and efforts, big or small.
Develop social bonds by arranging team building opportunities, such as going bowling.

Avoid micromanagement because it erodes a sense of trust.
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Inclusion and Belonging at INDOT

Diversity, Equity, and Inclusion are important to many candidates. With Generation Z (“Gen Z”; born in the late 1990s

to early 2010s) entering the workforce, INDOT should be aware that they are the most diverse generation yet® and that
they are likely to show interest in this topic and make it a priority when looking for jobs, as 87% of them say Diversity,
Equity, and Inclusion (DEI) is very important to them when selecting an employer®. So, it is best for you to be prepared
for candidates’ questions about what INDOT is doing to promote Diversity, Equity, and Inclusion and take these questions
seriously.

If you get questions about INDOT’s DEI program, please use the following information to help you answer. It’s important
to remember that you’re representing the agency, so please avoid sharing your own personal views. If the candidate
requires more information than is listed here, please reach out to the Inclusion and Belonging team for assistance.

INDOT’s Statement on Diversity, Equity, and Inclusion

The Indiana Department of Transportation is committed to fostering, cultivating, and preserving a culture of Inclusion and
Belonging which includes a respectful and supportive workplace that attracts and retains a diverse and talented workforce.
We believe that fostering an inclusive work environment provides an atmosphere that allows employees to attain their
greatest potential and provide excellent service to the citizens of Indiana.

We believe that creating an inclusive work environment where employees are engaged and empowered strengthens our
work and fosters a culture where all are inspired to work hard, challenge themselves, and be innovative in their thinking.

Every employee is unique and has a variety of traits that influence their thoughts and behaviors. Inclusion is feeling a part
of the group. We strive to build an atmosphere in which all people feel valued, respected, included, and have access to the
same opportunities. An inclusive work environment makes employees feel safe and welcome.

The goals for our program are simple:

1. To be an employer of choice where we offer a supportive and robust workplace environment where all employees at all
levels can reach their fullest potential.

2. Equip employees at all levels with the tools and support necessary to create an inclusive organization that fosters
innovation.

Tactics we’'re implementing to help with our Inclusion & Belonging efforts:

1. Unified Strategic Plan

2. Equity, Inclusion, and Belonging Champions across the agency
3. Education and learning opportunities

4. Targeted outreach and recruitment

5. Mentor Program

6. Community engagement

We are consistently thinking about our journey— where we want to be, and how we will get there. We don’t have all the
answers, but we’re prepared to make difficult decisions and listen to a range of opinions to make progress.

If you have questions, please contact your Inclusion and Belonging Team via email at inclusionandbelonging(@indot.in.gov.
This team was formed to increase the agency’s focus on Diversity, Inclusion, and Belonging through the implementation of
an agency-wide education and initiatives.

3 https://www.pewresearch.org/social-trends/2018/11/15/early-benchmarks-show-post-millennials-on-track-to-be-most-diverse-
best-educated-generation-yet/

4 https://www2.deloitte.com/content/dam/Deloitte/us/Documents/consumer-business/welcome-to-gen-z.pdf
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Contacts

Thank you for taking the time to read through the Equitable Hiring Guide. We hope you feel prepared and confident in
interviewing for your next open position.

If you have any questions about the material or need additional help with the hiring process, please contact your local
HR Representative.
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Indiana Department of Transportation

100 North Senate Avenue, Room N758
Indianapolis, IN 46204

www.in.gov/indot
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Introduction

Welcome! The Hiring Guide was designed to assist hiring managers across INDOT with best interviewing
practices during the hiring process. The purpose of this tool is to standardize the interviewing process so we can
offer the best experience to candidates.

Additionally, and most importantly, we aim to ensure that the interviewing process is fair and efficient. INDOT is
committed to hiring a talented and highly skilled workforce to serve all Hoosiers.

The guide flows in order from prepping before the interview(s), conducting the interview(s), deciding to hire, and
then welcoming the new hire to the team.

Your role as a hiring manager is a crucial one. We appreciate your efforts, and we want to make the process easier
for you, no matter if you are a seasoned pro or are hiring for the first time. By following the guide, you will be
able to create a smooth, effective process that results in a positive candidate experience.
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Highlights

How long should each interview be?
o Screening Interview (optional): 15-20 minutes.
o First-round: 45-60 minutes.
o Second-round (if needed): 45-60 minutes.
o See page 6 for more information.
What questions should | ask in a screening interview?

o Basic questions (e.g., tell me about yourself), resume details, interest in the position, salary
expectations.

o See page 7 for more information.

Rubrics for second-round interviews make evaluating candidates easier for you and
provide a more objective review of candidates.

o See pages 12-14 for a template you can print.

How do | make a new employee feel welcome?

o There are many things you can do, such as celebrating accomplishments or personalizing
introductions more.

o See page 23 for more information.
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Before the Interview

There is ample planning and prep work that occurs before the actual interview. The target time to hire metric is
20 days or less.

Interviewing should take place within two weeks of posting a position. Tip: Select an ideal start date for your new
position and move backwards to schedule. For example, if you ideally want a Traffic Engineer to start on May
1%, you will then aim to finish interviewing, decide on a top candidate, and notify them by April 14" and
complete pre-hire checks/provide a final offer by April 20™,

If you will be using an interview panel, identify panel members as early as possible (even before posting the job)
and work with them to block off adequate time on their calendars for interviews. Also, carefully consider who to
include on the panel. Ask yourself, does the panel represent INDOT well?

How many rounds of interviews should | do?

We recommend no more than 3 interviews in total, including the screening interview. We want to be
respectful of interviewees’ time and not lose top talent from having too long of a process.

Should the interviews be in person or virtual?

We recommend conducting a brief phone screen, then having either an in-person or Teams interview,

or both if you are doing 3 interviews. It is important to acknowledge possible differences in preferred
mode of interview as well. If you only conduct in-person interviews, this may be a barrier for candidates
and thus, you could be missing out on high-quality talent. We suggest a virtual interview first followed
by an in-person interview so that everyone can shine in the format they are comfortable with. This way,
we have a fair process for everyone.

How long should each interview be?

Interview Mode Recommended Length of Time
Screening Interview (Optional) 15-20 minutes
First-Round 45-60 minutes
Second-Round (If needed) 45-60 minutes

Remember! Be sure to accommodate any reasonable needs if requested by the candidate,
such as an accessible parking space, a break for a breastfeeding mother to express milk, a
private space for prayer, etc. If you do not know how to reserve rooms or where accessible
parking is, you can reach out to your HR Representative. For more information, visit:
https://www.in.gov/spd/policies-and-procedures/americans-with-disabilities-act/
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The Screening Interview

The first stage of interviewing is the screening interview. The purpose of the screening interview is to get an
overall impression, clarify the resume, and sort out those who do not meet qualifications. Screening interviews
are meant to be brief, and is not the time to ask the in-depth, open-ended questions.

How to conduct a phone screen:

1

© N oo o A~ W D

Introduce yourself and ask the candidate how they are doing.

a. Ifthere is a piece of their resume or experience, you connect with — bring it up. For example,
if you see they previously lived in a state you love to visit, say so. Kind, authentic small talk
can put the candidate more at ease.

Outline what to expect during the interview.

Ask the basic questions.

Ask for resume details.

Ask about their interest in the position.

Ask about salary expectations.

Ask and answer if there are any questions the candidate may have for you.

Thank them and provide details on the next steps.

Here are some examples of questions to ask for each category. Pick one or two from each category.

Basic Questions

Can you walk me through your background?
Tell me a little bit about yourself.

When could you begin working? (Note: this may give the impression that the candidate is further along
in the process.)

Resume Details

What skills have you gained that match this position?

Can you tell me more about [one previous job or experience that may be relevant to position]?

Desire for the Position

What attracted you to this position?
Why did you apply for this position?

How did you hear about this position?

Salary Expectations

How much would you like to earn in this position?
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Red Flags:
[ Talking negatively about a previous employer.

[ Extreme focus on the pay.
]- Shows no interest in the specific role.

]l Shows a lack of preparedness.

i )

Be mindful of time. Do not

Tips:

Although you may want to

knock out all the screening
interviews in a block of time,
do not schedule calls back-

ask too many questions and
leave time at the end for any
questions they have for you.

to-back. You would then be
rushing through questions, and
if one call ran late then all the
following calls would start late.
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First/Second-Round Sample Interview Questions

You have scheduled the next round of interviews with candidates, and now you need to plan what questions to ask.
Creating interview guestions could be the most challenging part of the process for a hiring manager. Included
here are sample questions you can use. It is important to think about what questions will best give you the
information you need to determine a candidate’s skills for the job.

What makes a good interview question?

v" They are open-ended, meaning that they cannot be answered with a simple ““yes” or “no.”
v They do not intend to trick the interviewee.

v’ They illustrate a direct link to the competencies and knowledge necessary for the position.

What is a competency-based question?

A competency-based question is a behavioral interview question that seeks to assess a specific skill or
competency needed for the position. It lets you know how a person has handled a situation in the past
and/or how they may handle a situation in the future.

Which round should I ask competency-based questions?

You can use these questions for any round. However, for a screening interview, it may be best to use
fewer of these types of questions, if any, and focus more on walking through the candidate’s resume and
asking why they are interested in the position.

When deciding on what questions to ask, first think about what skills/competencies matter most for the position.
Then you can narrow down what specific questions you want to ask.

Additional Considerations:

o Historical questions (“tell me about a time when”) and easy to prepare questions may result in a good
storyteller and could be inaccurate in predicting success in a position.

e Instead of asking typical problem-solving questions, you can provide candidates with a description of a real
problem they will face on the job and have them walk you through steps they would take to solve it.

o Sell the position and INDOT. You can proactively ask, “what are the top factors that you will use
to consider a job offer?”” and then give compelling information in response to their top factors.

=

o Remember! Be mindful of how many questions you can feasibly ask
in a set amount of time. Also, you’ll want to leave about 10 minutes for
) the interviewee to ask you questions. They are interviewing you too!
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Example Interview Questions

Competency

Outline the steps you would take to adapt when a dramatic, unexpected change occurs.

Tell me about a time when you had to adapt to an uncomfortable situation.

Adaptability

How do you build team spirit in an environment of low morale? How do you celebrate an
individual’s Or your team’s Successes?

Building Morale

What challenges have occurred when coordinating work with other departments/units/
divisions?

Give an example of a time when you had to change your communication style with a
particular person.

Communication

Outline the steps you would take in dealing with an especially difficult employee or
coworker. What would a successful outcome look like?

Give an example of a situation where you disagreed with a coworker’s idea. How did you

Conflict Resolution

Give an example of a situation when your ability to notice another person’s feelings or
concerns enabled you to proactively address an issue.

Describe a work situation that required you to really listen and display compassion for a
coworker who was telling you about a personal or sensitive issue. What did you do?

Empathy

Tell me about a time when you recognized a potential problem as an opportunity.

Give an example of something you have done to make your job easier or more interesting.

Initiative/Motivation

How have you dealt with failure in the past? Integrity
Give an example of how you have acted with integrity in your work.

What does integrity in the workplace mean to you?

What are challenges leaders may face and how would you overcome them? Leadership

What leadership skills do you find most useful?

Tell me about a time when you effectively demonstrated leadership skills.
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Outline the steps you would take to continuously learn and maintain your expertise in one
important technical area.

What is something you plan to learn for this position? Outline your learning process when
learning a new skill.

Learning

Tell me about a time when you helped resolve a group problem. What caused the problem
and what was the solution?

Describe a time when you faced an unexpected challenge at work.

Problem-Solving

How do you develop project goals and project plan?

What is a significant project that you managed and how did you make sure that everything
was getting done correctly and on time?

Project Management

Describe a time when you had a project that required you to work well under pressure. How
did you deal with it?

What steps do you take to prevent a situation from becoming too stressful to manage?

Stress Management

Describe a time when a team experience was rewarding. What made that experience
rewarding?

Describe a time when you helped a team member solve a problem

without being asked.

Teamwork

Give an example of a time when you used effective time management skills to complete a
project ahead of schedule. What was the project and how did you prioritize tasks?

Tell me about a time when you missed a deadline. How did you handle it?

How do you limit distractions?

Time Management

For additional competencies used by the State, check out these resources:

SAP Competencies List

Competency Development Guide
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Interview Rubrics

Using rubrics to evaluate responses to interview questions is a great way to assess a candidate’s skills and have
a record of notes for reference later. Rubrics help maintain consistency and fairness with evaluating and ranking
candidates. This consistency results in a more objective review of candidates.

What is a rubric?

A rubric is a matrix that allows you to assign a score to how the question was answered. It defines the thresholds
for various levels and the must-haves of the role.

See the example of an abbreviated interview rubric on the following page. This Communicating Effectively
example is just one section of a whole interview. This format can be repeated with multiple question sets
concerning competencies such as critical thinking, organization, and/or other competencies you want to assess.

We encourage you to take this rubric example and use it for your own interviews. Feel free to incorporate
questions best targeted for the position (see our Sample Interview Questions).
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INTRODUCTIONS

1. Introductions: Name, Title, & Short Description of Your Role

a.  Order of Introductions:

2. What aspects of this position are you excited about and best fit your interests and skills?

[Category of Questions] Example: COMMUNICATING EFFECTIVELY

3. We find that what works with one person does not necessarily work with another. We must be flexible in
our style of relating to others. Give an example of when you had to vary your communication style with a
particular person.

Beginner (1)

Benchmark (2)

Milestones (3)

Advanced (4)

COMMUNICATE
EFFECTIVELY

Experiments
with
communicating
effectively.
Ability to learn
new methods is
doubtful.

Participates in
communicating
across difference
in asilo,
unintentionally.
Ability to learn
new methods is
uncertain.

Demonstrates

the knowledge

to communicate
effectively and across
while they may

see connections to
workplace issues.
Ability to learn new
systems is apparent.

Demonstrates

the knowledge

to communicate
effectively and across
difference while
also clearly seeing
the connection to
workplace issues.
Ability to learn new,
complex methods is
apparent.
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AT THE END OF THE INTERVIEW:

CANDIDATE WRAP-UP

5. What questions do you have for us?

Next Steps:

e Thank you for taking the time to go through this process and interview with us!

Candidate Strengths Candidate Areas of Growth

Overall Score (Out of 16; Up to 4 points per category):
Communicating Effectively Score:
[Category] Score:
[Category] Score:
[Category] Score:
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Questions and Topics to Avoid

There are some topics that are legally off-limits to ask an interviewee due to Title V11 of the Civil Rights Act of
1964, such as age, disabilities, national origin, citizenship, criminal record, marital status, or military discharges,
while other topics may be acceptable depending on what you are specifically asking.

The table below provides different topic areas and what is prohibited and permissible to ask.

* When were you born?

 Any question that would tend
to identify persons who are 40
and older (“Do you remember
working before e-mail was
around?”)

TOPIC DON’T ASK THIS ASK THIS INSTEAD
Address/Residence * About foreign addresses that * Phone number and other
would indicate a national origin contact information, like
current address.
* Who do you live with?
* Do you own or rent?
Age * How old are you? * No questions should be asked

about a person’s age. Your HR
Representative will verify age,
if necessary.

Arrest and Conviction

» Have you ever been arrested?

» Have you ever gone to jail?

* Your HR Representative will
conduct a background check
which includes the
candidate’s criminal
convictions.

Attendance/Reliability

» Who is going to babysit your
children?

* Do you have pre-school age
children at home?

* Do you have a car?

» What hours and days can you
work?

* Are there specific times that
you cannot work?

Citizenship/National
Origin

« What is your national origin?

+ Are you native-born or naturalized?
» Where are your parents from?

« What is your maiden name?

* (Before hiring) Can you show proof
of citizenship?

+ No questions should be asked
about a person’s citizenship
or national origin. Your HR
Representative will verify if the
new hire is authorized to work in
the United States.
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TOPIC

DON’T ASK THIS

ASK THIS INSTEAD

Credit Record

+ Do you own your home?

« Have your wages ever been
garnished?

« Have you ever declared bankruptcy?

+ No questions about credit history
or a person’s finances should be
asked.

Disabilities/Handicaps/
IlIness

+ Do you have any disabilities?

« About the nature of or severity of a
disability/handicap

« Have you ever been addicted to
illegal drugs or treated for drug or
alcohol abuse, received workers
compensation, or been hospitalized/
treated for physical or mental health
conditions, or ever been absent from
work due to illness?

« Can you perform the duties of the
job you are applying for (describe
duties to candidate)?

« Can you meet the attendance
requirements?

*If a candidate discloses that
they have a disability and
asks if they can perform the
job with accommodation, we
may need to provide an
accommodation depending on
what accommodation is requested
and if the accommaodation would
cause undue hardship. Ask the
candidate what they would need.

Education « When did you graduate from high + Do you have a high school diploma
school or college? or equivalent?
« What level of education have you
completed?
Gender/Sex + Do you wish to be addressed as Mr.? « No questions about gender or sex
Mrs.? Miss? Ms.? Mx.? should be asked.
* Are you female or male?
Language » What is your native language? » What languages do you speak

« Inquiry into how the candidate
acquired the ability to read, write
or speak a foreign language.

and write fluently? (If the job
requires additional languages.)

Military Record

» What type of military discharge
did you receive?

» What type of education,
training, work experience
related to this position did you
receive while in the military?
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Organizational
Affiliation

» What clubs, societies and lodges
do you belong to?

* Inquiry into the candidate’s
membership in organizations
which the candidate considers
relevant to their ability to
perform the job such as,
professional organizations
(e.g., Society for Human
Resource Management).

Parental/Marital
Status

* Do you have children?
* Do you plan to have children?

* Are you married, divorced,
engaged, separated, widowed?

« Is your spouse in the military?

* No questions about parental or
marital status should be asked.

Physical Features

» Weight, height, impairment, or
other non-specified job-related
physical data.

* No questions should be asked
about physical features

Race or Color

(See also Citizenship/
National Origin)

* Anything directly or indirectly
related to race.

* No questions should be asked
about a person’s race or color.

Reference Checking

» What is your father’s surname?

» What are the names of your
relatives?

» By whom were you referred for
this position?

» Names of people willing to
provide references.

Religion or Creed

* Do you attend church?
» What church do you attend?

» What religious holidays do you
observe

+ Can advise the candidate about
the normal hours and days of
work required by the job to
avoid possible conflict with
religious or other observances.

Sexual Orientation

* Are you LGBTQ+?

* No questions about sexual
orientation should be asked

Worker’s
Compensation

* Have you ever filed for worker’s
compensation?

+ Have you had any prior work
injuries?

* No questions about worker’s
compensation should be asked
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It is critical that you do not violate equal employment opportunity laws. The reason some topics are illegal
is because that information could be used to discriminate against a potential employee. All settings and all
interactions are part of the interview. It is best to make sure anyone who will have possible contact with the
candidate is knowledgeable about what is appropriate to discuss. When in doubt, keep it about work!

What if a candidate discloses personal information?

Sometimes candidates share information related to these impermissible topics. For example, they may say, “I
have three kids,” “I go to church,” or “My spouse is in the military.” Even though the candidate willingly brought
it up, do not follow up on this information and do not write it down in your interview notes. Acknowledge what
was said by nodding and saying, “Ok,” or “I see”” or some other neutral response, then move forward with your
prepared questions or another topic of conversation.
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Behavioral Guidelines for Conducting Interviews

You have everything prepared for the interview, so you are all set, right? Well, how you conduct yourself
during the interview is another important piece that you need to be prepared for. Candidates will want to see
someone who is professional, honest, and engaged. Below are some tips on conducting yourself appropriately
and professionally during an interview.

Responsive Listening Technique

Responsive listening, or active listening, is a communication technique in which you show that you
understand what is being said and recognizing others” emotions through verbal and nonverbal cues. Itis a
way to be engaged and enthusiastic in conversation. Responsive listening is useful when interviewing
because it can make the candidate more comfortable, keep the conversation going, and allow the
candidate to answer questions fully. Responsive listening is a skill to be practiced and will reflect well on
your professionalism.

Key behaviors of a responsive listener:
e Eyecontact while talking.
e  Gestures such as uncrossing your arms, leaning, or smiling.
e  Pausing and giving space for the candidate to fully respond.
e Clarifyingto ensure you understand what was said.

e Acknowledging what you heard. ‘T agree,” or “Great point.”

Body Language

You may have heard before that most communication is what we do not say, meaning we communicate a
lot with nonverbal cues (i.e., body language). Even if unintentional, hiring managers could send
negative messages based on their body language. It is critical to have a professional demeanor during
interviews because as a hiring manager, you are representing INDOT, and candidates are evaluating you
as much as you are evaluating them. Here are some negative messages you could send with your body
language and suggestions of how to keep it in check.

Body Language The Message Do This Instead

Sighing, rubbing your > “I’m bored” Loosely clasp your hands in
neck or back of your front of you or rest them on
head, resting your chin your lap. Avoid sighing.

on your hand.

Crossing your arms over > “I’m better than you” Sit upright with your torso
your chest, leaning back facing the candidate.

in your chair, resting
one ankle on top of your
other knee.
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Shaking one leg or > “I’m uncomfortable” Place both feet flat on the
wiggling a foot. A lot of floor or sit with your legs
leg movement. crossed at the ankles.
Rubbing your face or > “I’m annoyed” Loosely clasp your hands in
drumming your fingers front of you or rest them on
on the table/desk. your lap.

Unfair Perceptions

Holding unfair perceptions and attitudes of candidates can negatively impact the hiring process and prevent
you from being objective. For example, a hiring manager may not want to hire older adults because they
think an older adult may not be able to do the job well. These attitudes can show up during the interview
process without you knowing it! So, it is good to be prepared and reflect on your perceptions so that you
can prevent it from interfering with interviews. Read about some situations relevant to interviewing
below.

™ “Just Like Me” Effect: This is favoring candidates who are like you. Maybe this
.U..u» candidate went to the same college as you, grew up in the same town, or they have a
() similar personality to you. Perhaps this person even reminds you of yourself. This is not a
harmful thing, but it can mean that other qualified candidates are overlooked.

Halo/Horns Effect: This is a two-part effect. The halo effect occurs when a positive
impression or seeing one trait positively leads you to treat someone more favorably and
overlook their bad traits. Conversely, the horns effect occurs when a negative
impression/trait leads you to treat someone more poorly and this overshadows positive
traits. Either way, your perception of a candidate is unfairly influenced by a single trait. For instance,
research has found that viewing a person as attractive leads people to believe they are also intelligent.
The halo/horns effect prevents hiring managers from being objective and viewing the whole person
holistically.

Pet Names

Avoid calling the candidates names such as girl, boy, gal, honey, sweetie, dear, son, kiddo, etc. Although
it may be a habit or a term of endearment, names like these may be viewed negatively by the candidate.

Consistency & Communication

To be fair to all the candidates, they should all be asked the same set of questions for every interview.
Follow-up questions may differ though. Doing this will also make it simpler to evaluate candidates’
responses. Communicating effectively is also necessary for a positive interview experience. Respond to
candidates’ emails promptly (within 2 business days), acknowledge any thank you emails, and always let
them know the next steps in the process including how they will be notified. For candidates who do not
move forward, be sure to disposition them in SuccessFactors as soon as you decide not to continue with
them. When candidates are placed in the “Not Selected” disposition in SuccessFactors, the system will
generate an automatic email informing them of the decision.

1 https://news.st-andrews.ac.uk/long-reads/smart-at-first-sight/
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Deciding to Hire

You have completed all the interviews, so now it is time to select your top choice and extend an offer! How do you
know that you are making the best decision? Deciding to hire is a big step in the process and should be taken very
seriously. It is important not to be rash in deciding, but a balance must be found in deciding in a timely manner
so that you do not lose the candidate.

Questions to ask yourself/committee when evaluating top/shortlisted candidates:

e Isthis person qualified for the job?
e Canthis person do the core aspects of the job?

e How does this person fit into the team and the vision of INDOT?

How do | decide between two excellent candidates?

If you have two similar candidates who both meet all the requirements, go to your preferred qualifications list,
and evaluate them. Preferred qualifications are not required for a candidate to be considered but go beyond
the minimum job requirements and are desired qualifications. Preferred qualifications may include things like
specific years of experience with certain software, being bilingual, or a master’s degree.

Once you have made a selection, do not delay in updating it in SuccessFactors and notifying the candidate. You
should first call then email an informal offer letter to them. Lengthy hiring practices are one of the top reasons
candidates turn down offers?. Below is an email example from workable.com you can use.

New message

To
Subject  Job Offer from INDOT

Dear [candidate’s name],
[ hope this email finds you well.

We are pleased to offer you a position as a [role title] at INDOT. We think that your experience and skills will be
avaluable asset to the agency. We would love to have you on our team.

If you are to accept this offer, you will be eligible to the following in accordance with INDOT’s policies:
*Annual gross salary/hourly wage and/or biweekly wage of §[total annual salary or hourly wage|
+ Standard benefits including: [list benefits from job posting]

Your expected hire date will be [date]. and your immediate supervisor will be [supervisor’s name|. To accept this
offer, please email us back by [date]. Feel free to contact me if you have any questions or concerns.

We look forward to welcoming vou to INDOT.
Sincerely,

[your name]

Al O -4

2 https:/imww.inc.com/kelly-main/hiring-job-interviews-great-resignation.html
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&

Email Announcement:

After You Hire

action items to complete after a candidate accepts the position to ensure a smooth onboarding
process and help the new hire feel welcomed at INDOT.

o ¥ o  Congratulations! You have hired a new employee. The hardest parts are over, but there are still some
A
.

v Quickly notify unselected candidates via SuccessFactors and/or email.

o ltis professional and kind to let candidates know they are not moving forward. We still want
them to have a good impression of INDOT. SuccessFactors sends an automatic email when a
candidate is moved to the “Not Selected”” bucket, but it may be a good idea to also write a more
personal email.

= Example: Thank you for taking the time to meet with me for the [role title] position
at INDOT. It was a pleasure to meet you and learn about your experiences. | regret to
inform you that you have not been selected to move forward in the process. [optional:
provide a brief reason for your decision]. Thanks again for applying to INDOT and |
wish you the best in your future endeavors.

v Stay in communication with the new hire and help them prepare for their first day.

o Provide them with a start time, directions to the office, and any other relevant information. It
would be good to also give them an outline of what they will be specifically doing on their
first day/week.

o Ifthe new hire notifies you of a need for a reasonable accommodation for a disability, work with
your HR representative to get them a request form. For more information, click here.

v Get the new hire’s workspace ready to go by their first day.

o Include their necessary equipment like a laptop. Consider putting up a welcome note or sign.

v Email an announcement to your whole team to welcome the new employee.

o See an example template below that you can use.

New message

To
Subject  Welcome [new employee name

Hello everyone,

I am delighted to announce that [new employee name] has joined our team here in
|department name] as the [job title]. [New employee name| will be reporting to [name
of supervisor/manager] and will be working on [details of role].

[New employee name| comes to us from [previous role or where they moved from|.

[Share any other personal details or fun facts].

Please join me in giving a warm welcome to [new employee name]! We are thrilled to
have them with us. [New employee name| will be sitting in [provide details], so come
say hello and introduce yourself.

Best,

[vour name]

Al O©-udd il =
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Creating a Welcoming Environment

Feeling welcomed in a new workplace is vital for employee well-being, preventing burnout, and retention.
Starting a new job can be quite stressful and overwhelming. Therefore, teams need to make a conscious effort to
give a warm welcome to all new hires.

Fostering a warm, welcoming work environment starts with leadership. A new employee’s experience in their first
week may predict whether they stay for a long time or not. From day one, you can take steps toward making
your department welcoming for your new hire.

e  Say “Welcome to our team” instead of “Welcome to the team.”

e  Personalize introductions more. Instead of only saying, “This is [name],” add some hobbies or
interests of theirs.

o Be open and actively ask for employee feedback, and do not brush things under the rug if
there are disagreements.

e Recognize and celebrate accomplishments and efforts, big or small.

o  Develop social bonds by arranging team building opportunities, such as volunteering.
e  Avoid micromanagement because it erodes a sense of trust.

e Make yourself and your team available to help.

e Ifyouarein the office, give a tour and introduce the new hire to other employees
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Contacts

Thank you for taking the time to read through the Hiring Guide. We hope you feel prepared and confident in
interviewing for your next open position.

If you have any questions about the material or need additional help with the hiring process, please contact your local
HR Representative.
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Indiana Department of Transportation

100 North Senate Avenue, Room N758
Indianapolis, IN 46204

www.in.gov/indot



http://www.in.gov/indot
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My Learning / Generational Differences

Request a Class Recommend

Generational Differences

Course Information

Type: Instructor-Led
Duration: 2.50 hours

Course Details

Description

There are multiple generations in the workforce and each generation has unique wants, perspectives, and motivations. Learn how to
create an inclusive working environment for all generations and enable staff of different ages to work together in synergy.

Upcoming Classes
No classes available
Request a Class

v Course Information

Contact Course ID: Version:
Hours: INDOT_I&B_000003 Version 1,
2.50 8/8/2023
Source:

Internal




My Learning / Respectful Workplace: Say the Right Thing

Respectful Workplace: Say the Right
Thing

Course Information

3 . Type: Instructor-Led

" ﬁ_ - ‘uﬁ Duration: 1.50 hours
. -ff -

Request a Class Recommend

Course Details

Description

Ensure employees understand INDOT's expectations for a respectful workplace, identify ways to contribute to a respectful work

environment, and develop the skills to manage respect and inclusion at work.

Upcoming Classes

No classes available

~ Course Information

Contact Course ID: Version:
Hours: INDOT_|&B_000002 Version 1,
1.50 8/8/2023
Source:

Internal

Request a Class



Bureau of Motor Vehicles

This section outlines the Bureau of Motor Vehicles’ internal review of DEI position,

departments, activities, procedures, and programs as required by Executive Order 25-14.

DEIl Department

The Bureau of Motor Vehicles did not have a department dedicated to DEI initiatives.

DEI Staff Positions

The Bureau of Motor Vehicles did not employ any staff dedicated to DEI initiatives.

Mission Statement or Value Statement

The Bureau of Motor Vehicles did not have any DEI principles in its Mission Statement or

Values Statement.

Programs Administered to the Public

o The Bureau of Motor Vehicles did not administer any programs based on race.

Grant Conditions

o The Bureau of Motor Vehicles did not administer any grant programs that had

agreements tailored to support students solely based on race.

Training/Instruction Administered to the Employees

o The Bureau of Motor Vehicles administered two programs that contained DEI
programming, training, or instruction to its employees.

o In 2023, the Bureau of Motor Vehicles conducted “all in days”, which are days for all
staff to come in the office. During these days, employees hear from guest speakers, and
some of the speakers spoke about equity and inclusion. !

o In February 2025, the Bureau of Motor Vehicles provided a LinkedIn Learning video
learning path for employees. This learning path was not mandatory and the videos
themselves are all available through the State Personnel Department’s LinkedIn

Learning benefit.



Job Applicant Requirements

o The Bureau of Motor Vehicles did not have any DEI related job application

requirements.

i See [tem 1.
ii See [tem 2.
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This collection will allow us to broaden our communications skills by
sharing communication tips that are considerate of diverse identities.
We will learn terms to avoid while focusing on concepts like gender-
neutral language, removing assumptions when discussing disabilities,
and being mindful of cultural sensitivities in communication. Lastly, we
will discover the best course of action when we make a mistake.
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Video
What is inclusion?
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“Diversity is being invited to the party. Inclusion is being
asked to dance.” Learn the difference and why it matters.
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Video

Creating a culture of inclusion
m Lir -+ Updat... - From the course: Understandin...

In this video, learn action steps to take for creating a more
inclusive workplace culture, including what not to do.
Everyone has a role in creating inclusive workplaces,
regardless of position, and having tangible action steps helps
people feel more confident and empowered in taking those
actions.

20,336 learners

Video

Unlearning language: Fostering inclusive
communication

m Li - Upda... - From the course: Learning to Unl..

In this video, learn how to recognize and unlearn language
biases, enabling you to communicate inclusively and
effectively in diverse settings. This video highlights the
importance of using the UNLEARN process for unlearning
language biases, which can perpetuate stereotypes, create
division, and hinder collaboration in diverse environments.

3,473 learners

Video

Inclusive language
m Link - Updated... - From the course: Understan..

Effective communication is a necessary component of a
successful team working together on the same frequency of
thought. After watching this video, you will be able to utilize
intersectionality-conscious speech so as to ensure no team
member is disregarded or excluded from a discussion.

5,530 learners
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Video

Inclusive vs. prejudicial language
m Lir - Updat... - From the course: Inclusion and ...

In this video, learn how to identify prejudicial language. This

enables you to choose more appropriate neutral language tc
ensure workers with disabilities feel included and are treated
with equity.

17,595 learners

Video
Combating gaslighting
m Lir -+ Updat... - From the course: Communicati...

After watching this video, you'll recognize what gaslighting is
its negative impact, and how to avoid doing it. This is
important because gaslighting may be unintentional but
drives disconnection.

35,292 learners

Video

What can you do if you say or do the
wrong thing?

m Li - Update... - From the course: Confronting ..

In this video, learn how tools for apologizing and using
mistakes to grow, as well as practicing micro-affirmations,
checking and updating the language you use, and expandinc
your comfort zone.

585,442 learners
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Indiana Broadband Office

This section outlines the IBO’s internal review of DEI position, departments, activities,

procedures, and programs as required by Executive Order 25-14.

DEI Department
The IBO did not have a department dedicated to DEI initiatives.

DEI Staff Positions
The IBO did not employ any staff dedicated to DEI initiatives.

Mission Statement or Value Statement

The IBO did not have any DEI principles in its Mission Statement or Values Statement.

Programs Administered to the Public

o TheIBO does not administer any DEI programs to the public.

o The Governor’s Office identified the following program in its initial review: “IBO's
webpage has an IBO Challenge Process document that discusses Indiana Bead. This
document appears to have been part of a webinar, but there is no information about the
webinar. Throughout the document, there are references to equity and inclusion for

broadband and internet/digital access.”

- To clarify, the presentation’s references to “equity and inclusion” relate to
expanded access to and use of broadband internet for all Americans. These
are the overarching goals set forth by federal statute for the BEAD Program!
and Digital Equity Act', both housed in the Infrastructure Investment and
Jobs Act (IIJA). There is nothing in the federal statute, federal agency
guidanceii, or the BEAD/DE NOFQOs'" that permit our office to grant
preferential treatment based on a person’s particular race, color, ethnicity, or

national origin, over that of another person.

Grant Conditions

o The Governor’s Office identified the following grant condition its initial review: “In the
IBO's Initial proposal for Connecting Indiana, which is a grant program using BEAD
funds, they outline in section 9 how they will encourage all prospective sub grantees to

utilize minority business enterprises and women's business enterprises (XBE). The



subgrantees would be required to highlight these enterprises involved in their

proposal.”

To clarify, new guidance from the National Telecommunications and
Information Administration (NTIA) - the federal agency that oversees the
BEAD Program — recently released updated guidance' that removes the
“Contracting with Small and Minority Businesses, Women'’s Business
Enterprises, and Labor Surplus Area Firms” section from the BEAD NOFO.
To comply with the new guidance, our office submitted a BEAD Initial
Proposal Correction Letter' incorporating the changes from the updated
guidance which removes the XBE provisions deleted from the NOFO.
However, the IBO must still comply with 2 CFR 200.321v#, which outlines
rules regarding contracting with specific entities, such as minority and

veteran owned businesses.

Training/Instruction Administered to the Employees

o The IBO did not administer any DEI programming, training, or instruction to its

employees.

Job Applicant Requirements

o The IBO does not have any job applicant requirements for DEI.

iSee Item 1.

ii See Item 2.
ii See Ttem 3.
v See Item 4.
v See Item 5.
vi See Item 6.

vii See Item 7.



135 STAT. 1182 PUBLIC LAW 117-58—NOV. 15, 2021

DIVISION F—BROADBAND

TITLE I—BROADBAND GRANTS FOR
STATES, DISTRICT OF COLUMBIA,
PUERTO RICO, AND TERRITORIES

47 USC 1701. SEC. 60101. FINDINGS.

Congress finds the following:

(1) Access to affordable, reliable, high-speed broadband is
%ssential to full participation in modern life in the United

tates.

(2) The persistent “digital divide” in the United States
is a barrier to the economic competitiveness of the United
States and equitable distribution of essential public services,
including health care and education.

(3) The digital divide disproportionately affects commu-
nities of color, lower-income areas, and rural areas, and the
benefits of broadband should be broadly enjoyed by all.

(4) In many communities across the country, increased
competition among broadband providers has the potential to
offer consumers more affordable, high-quality options for
broadband service.

(5) The 2019 novel coronavirus pandemic has underscored
the critical importance of affordable, high-speed broadband for
individuals, families, and communities to be able to work, learn,
and connect remotely while supporting social distancing.

47 USC 1702. SEC. 60102. GRANTS FOR BROADBAND DEPLOYMENT.

(a) DEFINITIONS.—
(1) AREAS, LOCATIONS, AND INSTITUTIONS LACKING
BROADBAND ACCESS.—In this section:

(A) UNSERVED LOCATION.—The term “unserved loca-
tion” means a broadband-serviceable location, as deter-
n}llined in accordance with the broadband DATA maps,
that—

(1) has no access to broadband service; or
(i1) lacks access to reliable broadband service
offered with—
(I) a speed of not less than—
1 (aa) 25 megabits per second for downloads;
an
d(bb) 3 megabits per second for uploads;
an
(IT) a latency sufficient to support real-time,
interactive applications.

(B) UNSERVED SERVICE PROJECT.—The term “unserved
service project” means a project in which not less than
80 percent of broadband-serviceable locations served by
the project are unserved locations.

(C) UNDERSERVED LOCATION.—The term “underserved
location” means a location—

(1) that is not an unserved location; and

(ii)) as determined in accordance with the
broadband DATA maps, lacks access to reliable
broadband service offered with—
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(I) a speed of not less than—
(aa) 100 megabits per second for
downloads; and
(bb) 20 megabits per second for uploads;
and
(IT) a latency sufficient to support real-time,
interactive applications.

(D) UNDERSERVED SERVICE PROJECT.—The term
“underserved service project” means a project in which
not less than 80 percent of broadband-serviceable locations
served by the project are unserved locations or underserved
locations.

(E) ELIGIBLE COMMUNITY ANCHOR INSTITUTION.—The
term “eligible community anchor institution” means a
community anchor institution that lacks access to gigabit-
level broadband service.

(2) OTHER DEFINITIONS.—In this section:

(A) ASSISTANT SECRETARY.—The term “Assistant Sec-
retary” means the Assistant Secretary of Commerce for
Communications and Information.

(B) BROADBAND; BROADBAND SERVICE.—The term
“broadband” or “broadband service” has the meaning given
the term “broadband internet access service” in section
8.1(b) of title 47, Code of Federal Regulations, or any
successor regulation.

(C) BROADBAND DATA MAPS.—The term “broadband
DATA maps” means the maps created under section
802(c)(1) of the Communications Act of 1934 (47 U.S.C.
642(c)(1)).

(D) ComMISSION.—The term “Commission” means the
Federal Communications Commission.

(E) COMMUNITY ANCHOR INSTITUTION.—The term
“community anchor institution” means an entity such as
a school, library, health clinic, health center, hospital or
other medical provider, public safety entity, institution of
higher education, public housing organization, or commu-
nity support organization that facilitates greater use of
broadband service by vulnerable populations, including low-
income individuals, unemployed individuals, and aged
individuals.

(F) ELIGIBLE ENTITY.—Th