
New COVID Office/Interview Protocols 

In-Person Interviews: 

Continue to encourage your candidates to interview via Zoom/Skype/Google HangOuts, and complete paperwork 

online. 

If you have a candidate that would like to interview and complete paperwork in person, go ahead and schedule them 

to come in. Do not double book in-person interviews. Inform candidates we will have a no-touch temp scan before 

they can come into the office, and ask the required COVID questions (or send the Wufoo COVID questionnaire 

https://hirepriority.wufoo.com/forms/covid-questionnaire/) 24 hours prior to their scheduled interview time. 

Keep the front office door locked and display the door sign provided. In-house employees must wear a face mask 

when in the same room as visitors. 

Please remove all pens, magazines, business cards, candy, water dispensers and coffee machines from the lobby. 

Block off every other chair in the lobby with the signs provided. Keep internal doors open and lights on to avoid 

constant touching. 

The employee interviewing an in-person candidate should be documented in the interview schedule. In the event an 

employee tests positive for COVID-19, this information will allow us to inform any candidate that could potentially 

be at risk. 

Austin- The sneeze shield provided should be set up in the center of the conference table. Interviewees should be 

asked to proceed to the interview room (i.e. conference room) via the hallway door. 

Houston- The sneeze shield provided should be set up between the two office desks in the office next to the storage 

room. 

Applications: 

Paper Applications: If, for any reason, a candidate needs to fill out a paper application, please provide them with a 

Hire Priority pen, for them to leave with. 

Tablet: Candidates should be asked to provide their identification and proof of eligibility to work in the U.S., prior 

to being given a company tablet to fill out an application. Candidates should be asked to deposit their documentation 

into a plain envelope for safe-keeping. Alternatively, candidates are welcome to use their own personal cell phone or 

device to fill out and sign the application and other documents.   

Use gloves or a paper towel to hand the tablet to the candidate. 

Have the candidate complete the P20 or Wufoo application, using the corresponding pages that have been saved to 

the homepage. If you have the candidates resume, you can send a copy to the tablet email for them to upload when 

filling out the application. After completing the application, use Docusign (or the P20 portal) to send the signature 

pages of the application, W4, and I-9 to the Tablet email (AustinApplications@HirePriority.com or 

HoustonApplications@HirePriority.com). 

After the candidate leaves, wipe down the tablet (front and back) with disinfectant wipes after each use. Delete all 

emails that were sent to the tablet, then empty the “Trash” folder to permanently delete them. 



  

I9’s 

The Department of Homeland Security and U.S. Immigration and Customs Enforcement announced requirement 

flexibility in complying with requirements related to Form I-9, Employment Eligibility Verification, due to COVID-

19. Currently, this policy is set to expire on 7/18/2020. 

Any candidate still working, or that begins working after 7/18/2020 that has been interviewed, and hired virtually 

will need to come by the office with their identification and proof of eligibility to work in the U.S. within three 

business days. At this time, they will be required to complete a NEW Form I-9. In-House employees need to verify 

their documents, complete the second page of the Form I-9 and upload the new document to their file in P20. 

This policy was originally set to expire on 6/18/2020. If the policy is extended again, your offices will be notified 

immediately. 

 


