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Externship Program 
Interview Guide for Placement Supervisors  

 
 

Introduction 
 

Windsor Law students volunteer, work, and complete placements at a variety of organisations around 
the world. This Guide sets out some of the considerations that firms, clinics, NGOs and other placement 
sites should consider when selecting, interviewing, and following up with student applicants.  
 
Student candidates for experiential opportunities may be interviewed by Windsor Law staff and/or by 
staff at the placement site. We encourage placement sites to consider interviewing a potential student, 
even when the student has been pre-selected by the law school. An interview is important to determine 
whether a candidate is able to complete the duties of the position. Windsor Law students are expected 
to treat the interview process seriously and as such, Windsor Law provides support for their good 
conduct during interviews. For Windsor Law staff, as well as for placement interviewers, it is expected 
that the students are treated appropriately during any interview process. This Guide sets out some 
considerations for placement sites, particularly those accepting students for the first time.1 Candidates 
should expect interviewers to respect the Ontario Human Rights Code. At any point that issues arise 
regarding the need to provide accommodations, the placement organisation should contact Windsor 
Law.  
 

Before the Interview 
 

1. Decide what qualities a successful candidate should possess. For example, an organisation might 
be looking for: 

 
• Demonstrated knowledge about the firm, clinic, or NGO, and interest in learning 

more 
• Knowledge about specific legal areas  
• Knowledge or previous experience with certain client population(s)  
• Ability to communicate concepts clearly, especially legal concepts 
• Demonstrated high-quality legal research and writing 

 
Regardless of what the interviewer is looking for, each placement organisation should craft a fair 
process that focuses on each candidate’s ability to perform the essential job duties. The more 
objective the criteria, the better. 

2. Some placement organisations like to see a sample of students’ writing. If that is the case, 
specify this before the interview and decide what type of writing sample is most appropriate 
(legal memo, research paper in law or another discipline, and so on).  

 
3. Many organisations find it helpful to develop a set of questions in advance and ask all 

candidates the same questions. Developing an evaluation guide with sample answers and a 

                                                           
1 This Guide should not be construed as providing legal advice of any kind. This Guide draws heavily from excerpts 
from the Ontario Human Rights Commission; however, some placement sites may not be governed by the Ontario 
Human Rights Code. For more information about meeting employer obligations under the OHRC, please visit 
http://www.ohrc.on.ca/en/ontario-human-rights-code.  
 

http://www.ohrc.on.ca/en/ontario-human-rights-code
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marking scheme in advance is also helpful. This approach can limit subjective decision-making 
based on factors such as “fit”.   

This example of poor hiring practice is taken from the Ontario Human Rights 
Commission Website: 

 
“A firm’s hiring process for students is to have them all interviewed individually by a 
number of associates and partners. Interviewers are not given a set list of questions or 
hiring criteria. Instead, each candidate’s resume is used as a starting point for a free-
flowing discussion of topics of interest to the interviewer, such as which school the 
person studies at and where they play golf. At the end of the interview, candidates are 
ranked based on how well they “fit” the firm’s image. Ultimately, access to the senior 
decision-makers depends on the candidate being assessed as a good fit by the previous 
interviewers. This type of process is extremely vulnerable to claims of discrimination.” 

 
4. If candidates need to complete a mandatory test as part of the interview process, the placement 

organisation should have a process in place to accommodate based on students’ individual 
needs.   
 

5. Organisations should also consider and advise student candidates of the following: 
 

• Does the organisation require that the student have taken certain course(s)? 

• Is travel required and, if so, does the student have to provide their own transportation?  
Is reimbursement provided for any transportation-related costs? 

• Does the organisation provide a desk, computer, and other work-related supplies? Is the 
student expected to provide any supplies?   

• Are flexible working arrangements possible (hours, location)? 

• Will a police clearance be required in order to work with a specific client population? 
What type of police clearance? How far in advance must the student request the police 
clearance? 

• How will the organisation provide for confidentiality (ie Does the workplace have secure 
servers)? Does the student have to sign a waiver or confidentiality agreement? 

• Are there workplace insurance considerations?  

• To whom will students report? Having one primary supervisor is often a good idea. 
While multiple lawyers might provide tasks for a student, directing the organisation of 
tasks through one supervisor can prevent overwork and miscommunication.  

• Does the student need any training (e.g. working with vulnerable populations, etc)? Is 
the training provided by the placement organisation or should the student have been 
trained prior to taking up the position (e.g. International Committee of the Red Cross 
training for field missions)? 
 

During the Interview 
 

1. Please note that both appropriate and inappropriate questions can be inferred to have 
influenced whether or not a candidate is chosen for the placement position. Inappropriate 
questions might include: asking about a student’s spousal status, sexual identity, interest in 
having children, and mental health, among others. Avoiding these questions is best, unless the 
position specifically calls for it. The Ontario Human Rights Commission provides useful guidance 
on when it is appropriate to require identity-based markers in a job description.  
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This example of poor interview practice is taken from the Ontario Human Rights 
Commission Website: 
 
“A hiring manager interviewing a female applicant starts off by casually discussing his 
family and asking if she has any children of her own. Throughout the interview, the 
applicant is distracted, wondering if her family status is going to be an issue for the 
employer. This may be a violation of the Code, even if this information is not taken into 
account and the applicant is offered the job. Take care to make sure that interviews are 
only to get information about qualifications and job requirements needed for the hiring 
decision.” 

 
2. Writing down brief notes about the candidate(s) will help keep track of their responses and 

assist in assessing them appropriately. Try to give specific support to the evaluation. Keep in 
mind that students often ask for feedback after the interview. Noting a couple of suggestions for 
improvement can prepare the interviewer to offer this feedback. If individual feedback is not 
possible because of volume of applicants or another reason, let the candidate(s) know.  

 
3. As noted above, interviewers may wish to use an evaluation guide with a marking scheme 

specific to the position within the organisation.  
 

4. Let students know whether both successful and unsuccessful candidates will be notified, as well 
as an approximate date when they can expect to hear back from the organisation.  

 

After the Interview 
 

Notify the successful candidate(s) with a date by which they must accept the placement offer. If 
possible, notify unsuccessful candidates as well. Students who are unsuccessful in securing a placement 
will be interested in learning from their failures, especially if they interview with you in future. It is 
extremely valuable to provide this feedback, if at all possible.  
 

Questions and comments can be directed to Windsor Law 
 

Gemma Smyth     Stacey Marion 
Associate Professor    Clinical & Experiential Learning Coordinator 
Externship Program Director   Faculty of Law 
Faculty of Law     University of Windsor 
University of Windsor    (519) 253-3000 ext. 4297  
(519) 253-3000 ext. 2967    smarion@uwindsor.ca  
gemma.smyth@uwindsor.ca    
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