
COVID-19 and Recruitment Practices 
 
The Australian Government has recommended practicing “social distancing” to generally 
reduce the potential for transmission of COVID-19. This will have an impact on some 
aspects of the recruitment process, particularly face-to-face interviews.  
 
Social Distancing  
Social distancing is a measure that aims to generally reduce potential for transmission by 
limiting a person’s contact with others. There are a number of recommended social 
distancing actions that will impact face-to-face interviews, namely:  
 

• Avoiding small gatherings in enclosed spaces.  

• Attempting to keep a distance of 1.5 metres between yourself and other people 
where possible.  

• Avoiding shaking hands.  
 
Recommendations for Face-to-face or Skype for Business Interviews  
Please consider the following when preparing to conduct interviews:  
 
 Potentially conduct interviews through Skype for Business. The option of face-to-

face interviews is still available. However, please be mindful that some candidates may 
feel apprehensive about travelling to and attending a face-to-face interview due to the 
potential risk of COVID-19 exposure. Phone interviews should only be considered when 
all other options have been considered.  

 
 Where an interview has not been conducted face-to-face (via skype), you can 

follow up with an informal second interview face-to-face with your preferred 
candidate(s). This can be just yourself and the candidate if required. A second interview 
conducted face-to-face is strongly recommended if the first interview was conducted by 
phone. You will need to ensure that you continue to practice social distancing.  

 
 Physical presence of the panel members. For Skype for Business interviews, consider 

whether each panel member can log in separately, minimising the time spent together 
within a meeting room.  

 
 Physical set up of the meeting room. Try to book larger meeting rooms and arrange 

the seating to take into account a physical gap between each person in the room.  
 

 Practice good hygiene. Wash hands regularly, practice good respiratory hygiene, 
consider cleaning meeting room tables in between candidates, and consider 
rescheduling interviews or conduct interviews through Skype for Business if any panel 
members are unwell.  

 
 Avoid physical contact, such as hand shaking.  
 
 For interviews not conducted face-to-face, consider options for giving candidates 

the interview questions. In the event that there are issues with the panel’s microphone, 
the candidate may have difficulty hearing the interview question properly. You could 
consider typing the interview question into the chat box Skype for Business interviews.  

 
 
 

https://www.health.gov.au/resources/publications/coronavirus-covid-19-information-on-social-distancing
https://support.office.com/en-us/article/set-up-an-online-meeting-in-outlook-b8305620-d16e-4667-989d-4a977aad6556


Requirements for Conducting Skype for Business Interviews  
In order to conduct interviews through Skype for Business, please note the following 
requirements:  
 
• If you are using a meeting room that is not Skype-enabled, you must bring with you a 

laptop that has a camera, including appropriate hardware, software and connectivity.  

• If your meeting room is Skype-enabled, ensure that you have the Skype Conference ID 
or login as yourself if you have Skype for Business.  

• Bring a copy of the interview schedule so that you have the candidate’s contact details in 
case you need to contact them.  

• Set up the room so that the laptop or room camera is able to see the panel members.  

• At the start of each interview, check that the candidate can see / hear you and vice 
versa.  

• If each panel member is logging in separately, practice good videoconferencing 
etiquette:  

o Sit somewhere private, such as a meeting room or other enclosed space, where 
others cannot see your screen. Interviews are confidential meetings.  

o Microphones must be muted when not in use to minimise background noise.  

o All panel members should enable their video so that the candidate can still see 
and read visual cues from the panel members.  

• Focus on the interview – panel members should not be doing other work or answering 
phone calls during the interview. 

 
Interview documentation 
• Scanned copies of identification documents will be accepted up until the offer stage, 

giving managers additional time to sight the original candidate identification documents 
(no JP certification required)  

• Data validation can be done based on the scans 
• If a recruitment is urgent and ID’s have not yet been sighted, the contract will be issued 

with a conditional clause requiring ID to be sighted no later than or on the 
commencement date.  

 
More information  
For more information on Social Distancing, please review the Australian Government 
Department of Health’s Coronavirus (COVID-19) – Information on social distancing 
information sheet. 
  
If you have any questions on the recruitment process, please contact Recruitment on: 

• General recruitment and Nursing Westmead -  SCHN-
Recruitment@health.nsw.gov.au 

• Nursing Randwick - marguerite.cusack@health.nsw.gov.au  
• Senior Medical and Dental (SMDO) recruitment - SCHN-SMO@health.nsw.gov.au 
• Junior Medical Officer (JMO) recruitment - SCHN-

JMORecruitment@health.nsw.gov.au  
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