Effective Hiring Practices
Hire the Best - Not the Rest

HRFixNow.com Effective Hiring Practices

General Information. Several services and forms are mentioned in this guide. Clients of
www.hrfix.com and/or www.drivenhire.com will have access to all the forms mentioned and all
the services mention in this guide as shown below:
HRFixNow.com

DrivenHire.com

ADA Position Descriptions

Authorization for Background Chex

Employment Application

General Release from Liability

Red Flag Screening Form

Drug Testing Consent Documents

Pre Written Interview Questions

Pre-Adverse Action Notices

Interview Worksheet

Post Adverse Action Notices

Applicant Scoring Sheet

Substantially Related Policy

Offer of Employment Letter

Substantially Related Checklist

Unlimited Telephone Consultation

Unlimited Telephone Consultation

Non-clients are free to utilize our idea’s or contact Andrew Gwynn at jjeans@hrfix.com for
information on how you might also get access to all the procedures and forms mentioned in
this guide.
The information in this guide is based on over 30 years of human resource consulting with
several thousand different employers. This information is based on best practices and is not
and should not be considered legal advice.
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Hiring Practices
The most important job of any manager or supervisor is hiring. All problem employees and all
superstars were at one time or another hired by a manager of the company! The purpose of
this guide is to utilize information gathered over the past 30 years as a Human Resource
Consultant and share it with you. Some of the lessons were learned at a great cost by
employers and others resulted in tremendous increases in revenue. One thing that is absolute,
in working with tens of thousands of employees over these many years, trends have been
established, trends that once you know what to look for, are not hard to find.
There are two distinct problems in today’s employment arena. The first is a steep rise in
administrative regulation of the workplace, whose overlapping mandates (both federal and
state) impose significant costs on employers and employees. The second is the explosion of
litigation under laws that rely in whole or in part on individual lawsuits for enforcement.
Primary examples of such privately enforced laws are the Fair Labor Standards Act, Title VII of
the Civil Rights Act, the Americans with Disabilities Act, and the Age Discrimination in
Employment Act.
Employment litigation has spiraled in the last two decades. The expansion of federal and state
discrimination laws and the growth in common law and statutory protection against wrongful
dismissal have provided employees with a broader array of tools with which to challenge
employer behavior in court. In the federal courts alone, the number of suits filed concerning
employment grievances grew over 400 percent in the last two decades. -Complaints lodged
with administrative agencies have risen at a similar rate.
Employment litigation is a costly option for both employers and employees. -For every dollar
paid to employees through litigation, at least another dollar is paid to attorneys involved in
handling both meritorious and non-meritorious claims. Moreover, aside from the direct costs of
litigation, employers often dedicate significant sums to designing defensive personnel practices
to minimize their litigation exposure. -These costs tend to affect compensation of the
employees.
Not all lawsuits can be mitigated or eliminated based on hiring practices, however, many can
be. When a manager hires an applicant, trains the employee, and then has to fire the
employee, what went wrong? More often than not, it was a bad hire. Claims of harassment,
discrimination or disparate impact are often directly related to their manager, or another
manager within the company and these are usually individuals new to management or new to
the company.

HRFixNow.com Effective Hiring Practices

Bad hires become bad employees – this includes managers as well as hourly workers. Most
EEOC claims filed against a company is usually a direct result of a bad hire; either the manager
or the employee should not have been hired. These claims are expensive. According to a recent
Jury Verdict Research Survey, 34% of the claims fell within the $50,000.00 amount to the
$250,000.00 dollar amount and 28% of the claims were between $250,001.00 and $999,999.00.
The highest average cost was for retaliation, the highest average jury award was for
wrongful termination, and the most common lawsuit was for wrongful termination. Any
one of these issues can come from a botched hiring process, if you would have hired the
right candidate you would not have to fire them!
These dollar amounts comes right off the bottom line. How much product do you have to sell
in order to produce $500,000.00 in profit? Again, hiring is the most important part of your job
and can result in the greatest gains and the greatest losses!
To hire well, it is imperative that you prepare prior to the interview. This preparation must
include the following steps:










Fit Testing of top producers
Fit Testing of all applicant’s and compare to top producers.
Determination of candidate sources
Creation of ADA position descriptions
Interview worksheet/pre-written questions
Red flag screening process
Interview
Background checks
Orientation of new employees

Let’s start with Fit Testing.
My friend John called me a year ago and asked the age old question, which used to be reserved
for dating... "Where have all the good ones gone?" He went on to explain that he was talking
about the good employees. Like so many leaders today, finding and developing talent has
become one of John's top 2 priorities for his business. "I win or lose because of the people that I
bring on," says John. John has hired people that he ended up wishing he had never met and he
has hired some superstars.
There are lots of job sites out there that can help the applicant find "just another job." That isn't
what most people want though. According to Adeco's research, over 80% of people can't stand
what they are doing for a living. In other words, they found "just another job" and they hate it!
We encourage our clients to take a much different approach. By utilizing the “Fit Test” We help
you the employer ascertain what talent markers your superstars have that are different from your
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average and below average employees. The fit test is the only test of it’s kind that measures the
work interest and not just the personality of the applicant. The fit test is designed to determine if
this applicant has an interest in the type of work you are offering. By pre-testing your superstars
you develop precise customized talent markets specific to your company. Testing all applicants
will ensure that the person you do select to move forward with, will indeed fit your needs and
your expectations. By only selecting the “best fit” for your company to offer an application too,
you are eliminating those who will not fit, and saving a ton of time in your recruiting process.
By hiring the best fit the first time, you reduce turnover and the need to rehire! The Fit Test has
been proven in various studies to be greater than 95% accurate as compared to others such as
predictive index and disk that are somewhere in the neighborhood of 70% accurate.
For more information of how to access the fit test or to take a free fit test of yourself, contact Jeff
Jeans at jjeans@hrfix.com.
Let’s move on to the determination of candidate sources.
It is always a good idea whenever possible to promote from within. This sends a positive
message to all employees that the company provides opportunity for upward mobility. You
may not need to hire new personnel; job sharing- in which a person is given additional
responsibilities as well as additional compensation, is a common form of promotion.
When promoting from within, you accomplish two key things. First, you deal with a known
character, which has obvious benefits. Second, the internal candidate understands how the
company operates and the learning curve is reduced significantly. However, situations do exist
in which “new blood” is needed. This is typical in sales or management positions in which the
company is looking to change the way they do things in order to increase production or profits.
Before you hire an external candidate, determine what the pay and benefits package will be.
Due to the Lilly Ledbetter Act, it is very important that you review your previous hiring practices
involving this position, and that your pay and other benefits are consistent with what you have
paid in the past regardless of gender, race, age, religion, national origin, etc… Also, take this
time to review the exempt/non-exempt status of the position. Is this truly an exempt position
as defined by the Fair Labor Standards Act? Or is it non-exempt? Once these determinations
are made, determine where you will seek your candidates: on-line advertising, newspaper
advertising, networking, referral, head hunter, etc… If you run a print advertisement, make
sure that either human resources or the hotline personnel review your advertisement prior to
posting.
The second step in the process is the creation of the ADA Position Description:
Position Description
A blank position description questionnaire is provided on the website under the Manager HR
Forms section. When completing the position description, base it on your minimum
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qualifications for the job. Do not create the position description for the “perfect candidate”.
For example, you may want all of your employees to have a minimum education level of high
school graduation; however, very few jobs in the United States require a high school diploma.
If you are hiring a sales person, they need to have sales skills, be able to read and write, operate
a computer, etc., but a high school diploma does not necessarily guarantee these skills. Some
positions require college degrees. If you are hiring a CFO, you may want him/her to have a four
year degree in finance or accounting.
Much of the position description information is listed in a drop box menu on the website.
Simply click on the level of skill that best matches your minimum requirements. This
questionnaire should be completed for each position, (not employee) within the company. The
purpose of a position description is to disclose the physical, as well as mental requirements of
the position. Shown below is a copy of the first page of the ADA position description:

As a result of the Americans with Disabilities Act, employers can no longer ask medically related
pre-employment questions. In 1994 the EEOC issued Enforcement Guidance on preemployment disability-related inquiries and medical examinations aimed at assisting its own
investigators in their legal analysis of such inquiries and exams. The Guidance presents a
lengthy list of questions labeled ‘disability-related inquiries’ that are illegal if asked before a
conditional offer of employment is made. This prohibition against physical/health questions is
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an effort by the EEOC to ensure that employers do not discriminate against potential
employees regarding their physical or mental disabilities. The following are examples of
questions that may get you into trouble with the EEOC and/or protected applicants/employees:


How many days were you sick last year?



Have you ever filed for workers’ compensation benefits?



How much alcohol do you drink each week?



Have you ever been treated for alcohol-related problems?



What prescription drugs are you currently taking?



Have you ever been treated for mental health problems?

A good rule of thumb is this: if a question might solicit a response that would require an
applicant/employee to disclose a disability, it is probably a prohibited question.
Practical Steps
Prior to writing the position description and certainly prior to interviewing we recommend that
each hiring manager view the American’s With Disability Act Training for Managers located on
HRFix.com

The position description questionnaire will allow the manager or supervisor of the vacant
position to outline the physical and mental requirements of the position. The supervisor should
fill this out and submit the completed questionnaire to the Human Resource Office for
review. The Human Resources Department will prepare the final position description and
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return it to the appropriate personnel within the company. All completed position descriptions
should be placed in a binder. This binder should be kept at the reception area or the location
that applicants come to fill out an application. Multiple copies of the acknowledgment page
should be kept with them as well. Prior to giving an application to a prospective applicant, the
position description for the position they are applying for should be presented to the applicant.
The applicant is instructed to read the position description and complete the acknowledgment
along with the employment application. The acknowledgement is shown below:
Applicant/Employee Acknowledgement
I __________________________ hereby acknowledge that I have read the position
description for the position of __________________________. I further attest that:
____ I can meet the minimum physical and mental requirements of the job.
____ I cannot meet the minimum physical and mental requirements of the job.
____I can meet the minimum physical and mental requirements of the job with the following
accommodations:
________________________
Applicant Name

_______________
Date

________________________
Applicant Signature
If the applicant states on the acknowledgment that he/she can meet the minimum physical and
mental requirements of the position as outlined on the position description, the applicant
should be given an application to complete.
If the applicant states that he/she cannot meet the minimum physical/mental requirements of
the position as outlined on the position description, the applicant should be asked if they would
require a “reasonable accommodation”. If the applicant completes the form and requests a
specific accommodation, the employer must examine potential reasonable
accommodations. No employer should make any decisions based upon the nature of the
disability itself without first examining what accommodation might be available that would
permit the person to perform his or her essential job functions. Even in what may appear to be
obvious non-suitability for the job, failure to complete the process of analyzing potential
accommodations as may be required under state or federal law is a mistake. However, if after
analysis it is determined that no accommodation exists to enable a potential employee to
perform his or her essential job function, the employer is clear to stop the interview process at
that time.
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In the event an applicant states that he/she can meet the minimum mental and physical
requirements of the job applied for and does not ask for a reasonable accommodation, and it is
determined at a later date through either admission from the employee (once hired), or
through actual job performance, that the employee cannot meet the minimum physical or
mental requirements of the job, then the applicant may have knowingly misled the
company. In this event, the employer must review the facts and circumstances on a case-bycase basis to determine whether the employee knowingly was dishonest during the application
process or could reasonably be deemed to have intentionally misled the Company during the
application process. If the results of this review indicate that the employee was intentionally
dishonest during the application process, the employer may terminate his/her employment.
The position description is the only sure method of outlining the essential functions and the
minimum physical and mental requirements of the job. Verbal/non-documented attempts to
convey the physical and mental requirements of the job leave the Company exposed to future
claims.
An additional benefit to the position description is that it improves the quality of the
interview. The hiring manager can discuss the position thoroughly with each applicant. Each
applicant will have a better understanding of the position and will be in a position to evaluate
whether or not a match of interests exists.
Once you have completed the ADA Position Descriptions for all positions in the company, you
are now ready to complete the Interview Worksheet with the pre-written interview questions.
Application for Employment
Completing the employment application is the third step in the hiring process. Below are some
points to consider about your application:
Format – First the employer should consider whether the question is one that is prohibited by
law, such as one that discriminates against or adversely impacts a protected group. Second, the
employer should determine whether the information requested is necessary for the hiring
decision. An employer should keep in mind it may be required to justify the inquiry at some
time in the future. Third, if an employer must ask questions that might be viewed as
discriminatory, such as medical questions, it should obtain this data after a conditional offer of
employment is made or after the person has been hired. All medical information, including drug
testing information should always be kept in a separate file from the employee’s personnel
information.
Nondiscrimination statement – Many employment application forms contain language
asserting that the employer is an equal employment opportunity employer and does not
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discriminate. Some employers may be under an affirmative action obligation that requires a
statement of nondiscrimination. Because the employment discrimination laws vary from state
to state, and because state legislatures frequently enact new laws that prohibit additional
categories of discrimination, the employer’s form should be reviewed so that any
nondiscrimination statement refers to all the prohibited forms of discrimination.
Disabled applicants – When providing a candidate with an employment application, an
employer should ensure that applicant’s with disabilities have an opportunity to fill out the
application. This may involve making a reasonable accommodation, such as helping the
individual with a visual impairment complete the application form.
“Active” status – To reduce the likelihood of legal claims when a position is filled long after an
application was received from an unsuccessful applicant, it may be beneficial for the application
to state that it is only considered active for a specified period of time, such as 30 days. NOTE,
however, federal laws do require the employer to retain the application longer, but that does
not affect the time the form is actually “active” or under consideration.
Reference authorization – The application should include authorization to obtain information
from all former employers, educational institutions and other references mentioned on the
form. (This is not to be confused with a Release to conduct a consumer report). A general
indemnification for and release of liability arising out of such inquiries should also be included
in the authorization. NO WHERE ON THE APPLICATION SHOULD A MENTION OF A CRIMINAL
BACKGROUND CHECK BE LISTED – THIS MUST BE DONE ON A SEPARATE STAND ALONE
DOCUMENT.
Dishonesty – The application form should prominently state that misstatements or omissions
on the application may result in failure to hire or in immediate discharge when discovered by
the employer. An employer should consider including the following statement in bold letters “I
understand that any misstatements or omissions in this application will result in a decision
not to hire me, or to discharge me if discovered after I am hired.”
Employment at will disclaimer – Employers should consider stating in the application that the
employment is at will and may be terminated for any reason. The application should also state
that any change in the at-will state of employment is not valid unless it is in writing and signed
by the president or certain other officers of the company.
Arbitration provision or Jury Waiver – Employers should also consider including a mandatory
employment dispute arbitration provision in the employment application, or utilizing a separate
arbitration agreement as part of the application process. Documents such as “Jury Waiver
Agreements” may also be used in the event the employer does not feel comfortable with an
arbitration agreement.
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Interview Worksheet with Pre-Written Interview Questions. The interview is the fourth step
in the hiring process and it is always a good idea to be fully prepared prior to the actual
interview time. We have all been caught off guard by an applicant during an interview. We
have all forgotten about interviews that were scheduled days before and have not been ready
when the candidate arrived for the interview. When a manager begins an interview that
he/she has not prepared for, the chances of problems arising from the interview or chances of
hiring the wrong applicant are high. The best way to ensure that you are always prepared is to
create a list of 10 - 15 questions that all applicants are asked. In doing this you will accomplish
the following:


All applicants will be given the same opportunity to succeed, resulting in fair and
equitable treatment of all candidates.



The pre-written basic questions will minimize the chance that illegal or inappropriate
topics are brought up in the interview.



The pre-written questions will serve as documentation of how interviews were
conducted and what questions were asked.

The position description must be reviewed prior to writing the interview questions. The
questions should be based on legitimate occupational requirements as defined in the position
description. Answers to the pre-written questions will no doubt elicit secondary follow-up
questions. This will happen quite often; however, it is important to remember that questions
concerning age, ethnic background, religious status, marital status, economic status, disability
status, sexual orientation or political persuasion should not be asked unless you have a bonafide occupational reason to do so. For example, if you are hiring an individual to serve as a
spokesperson for the elderly, it would be acceptable to ask about age.
As the economy rebounds, employers will be faced with a demographic fact that is hard to
ignore: the work force is shrinking. There will be fewer available candidates in the years
ahead. The “baby boom” the generation born between 1946 and 1964 has already been
absorbed into the work force. Recent high school and college graduates are members of the
“baby bust” generation, which is smaller than the “baby boom.” The number of people
between the ages of 18 and 24 has declined approximately 5 percent. Furthermore, “baby
busters” are a much different generation from the “boomers” who preceded them. What
motivated the boomers - perks, promotions, money - is not as sure a lure for the busters.
Busters who have graduated from college tend to be more interested in their own career
development than in staying with one company.
Baby Busters are more likely to leave a company quickly if it doesn’t live up to the recruitment
story they were told. They want interesting work that will keep them professionally

HRFixNow.com Effective Hiring Practices

challenged. The first step in luring the “busters” is a professional interview. An interview that
is well prepared, does not include illegal questions, one that makes the candidate think,
stretches their imagination - this is the first impression you want to make in today's
environment. It all starts with asking the right questions and avoiding the wrong ones.
What Can You Ask?
The following chart is based on guidelines and other directives issued by the various antidiscrimination agencies. It summarizes the types of questions often asked of applicants and
offers acceptable alternatives.

Category
Age

Arrests
Convictions

Do not ask these Questions
Questions about age, date of birth, date
of graduation from high school, or other
inquiries that are designed to
determine a person's age, are
inappropriate. In those very few cases
when age does matter – for example,
when federal or state law requires a
person to be over the age of 18 to
operate dangerous equipment – then it
is appropriate to confirm age. Absent a
direct nexus to job functions, inquiries
about age are never appropriate in an
interview.

and Have you ever been arrested? As a
general rule, this question should be
avoided.
Availability
for Avoid questions about status as a
work, Availability parent, plans regarding future children,
for travel
daycare arrangements for existing
children, plans to marry, etc. Inquiring
into these aspects of life are almost
always
regarded
as
gender
discrimination or harassment, and
should never be made. You may
permissibly ask an applicant whether
there is anything in his or her life that
might interfere with work hours. For

Acceptable
Alternative
Do you meet the state
minimum age requirement
for work? Are
you over
18? 16?

Have you ever been
convicted of a crime?
These are the hours of work
-or- Our work sometimes
requires overtime. Can you
work such a schedule? Do
you have any obligations
that would keep you from
work-related travel?
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example, asking a female applicant if
her daycare obligations might require
her to leave at 5:00 p.m. every day
could likely be gender discrimination.
On the other hand, asking the same
person if there is anything about her
personal life that might interfere with
the performance of occasional overtime
is neutral and entirely acceptable so
long as the job features occasional
overtime, and the inquiry is made of all
applicants.
Birthplace,
Citizenship
Clubs
and Associations

Where were you born?

Disabilities

Do you have a disability? Do you have
any health problems? Have you ever
filed for workers' compensation
benefits? Disabilities and medical
conditions are areas that require
sensitive handling. It is generally
inappropriate
to
inquire
about
disabilities, diseases, or health status. If
an
applicant
volunteers
this
information, you may receive it, but
should not act on it, unless an applicant
indicates that he or she needs a job
accommodation. In that case, it's
acceptable to ask any related questions
necessary to understand the limitations
that the person is describing.

Economic status

Have you ever had your wages
garnished? Do you own your own
home? Have you ever filed
Bankruptcy?
What type of discharge did you
receive? Have you served in another
country's armed forces?

Military Service

To what organizations do you belong?

Are you legally authorized
to work in the U.S.?
Do you want to provide any
additional information that
relates to your ability to
perform the job?
Can you perform the
essential functions of the
job for which you are
applying? Can you show me
how you would perform
those functions?

No questions.

Are you a U.S. veteran? List
experience and special
education received.
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Name

National origin
Physical
characteristics,
photographs
Relatives

Religion

Union Membership

Have you ever had your name Is there any additional
changed? What is your maiden name? information we need about
your name to verify your
employment/education
record?
What nationality are you?
No questions
Before meeting with applicant, No photographs until after
requesting that the applicant submit a hire.
photograph.
Who is to be notified in case of Do you have any relatives
emergency
who
work
for
this
company?
Do you have a religious preference? No questions
Religious beliefs or religious affiliations
are generally not proper topics for
interviews. With rare exceptions, no
employer may require employees to
espouse any particular religious belief
in the workplace, so discussion of
religious beliefs in an interview setting
is not appropriate. But if an applicant
volunteers that he or she engages in a
religious observance that would require
accommodation (e.g., "I can't work on
certain days"), you may obtain enough
information to understand the needed
accommodation.
All
inquiries,
responses and processing of this
information should be handled
cautiously.
Have you ever worked with in a union

No questions

Worker’s Compensation
The EEOC Technical Assistance Manual issued under the ADA states that an employer may not
make an inquiry of a third party that the employer could not make of the applicant. This
precludes a potential employer from checking an applicant’s worker’s compensation history
with a state agency, insurance carrier, or prior employer before extending a conditional offer of
employment.
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The below Interview Question/Scoring Sheet is available on the website under the New Hire
Forms. It is always a good idea to inform the applicant of the process. Explain to the applicant
that you will be using the interview worksheet to ensure each applicant is given the same
opportunity for the position by being asked the same questions. Let the applicant know that
you will be writing down answers and that they should not be concerned, it does not mean it
was a bad response or good response, it was simply an important response. Let the applicant
know that immediately after the interview you will be scoring the applicant in three areas:
professionalism as it applies to the job, experience as it applies to the company needs and their
desire for the job. Is this something they have a passion for or is it simply a job? Finish up the
explanation by telling the applicant that at the end of the interview process you will be hiring
the candidate with the highest score. If the applicant asks if they will be contacted after the
interview, tell them you will only be contacting the successful candidate(s).
INTERVIEW QUESTION/SCORING SHEET
APPLICANT NAME:___________________________________________________________
DATE OF INTERVIEW:_________INTERVIEWER:_____________________
POSITION TITLE APPLYING FOR:___________________________
I.
1.

QUESTIONS
What would you like to achieve during this interview process today and why?

2.
Tell me about the job you are applying for, how much do you know about the job
duties?

3.

Describe to me, a perfect day at work?

4.

Describe to me, the worst day at work you can imagine?

5.

Tell me what frustrates you the most?

6.

Tell me what you think will be the most satisfying part of this job?
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7.
Describe for me the most difficult task you have ever undertaken at work, and what
were the results?

8.
What single accomplishment in your professional career are you the most proud of and
why?

9.
We have all worked for or with someone we did not get along with – describe to me the
problem and how you handled it?

10. As a Manager, I have never hired the perfect candidate – I don’t think anyone has, we
try to get as close to perfect but perfection always evades us. What will I not like about you if
you are hired? What did your last manager not like about you?

11. What criteria do you use to evaluate the organization for which you hope to work.

12. What were the weaknesses of your last supervisor? What were his/her strengths?

13. Why should I hire you?

II.

Scoring (1-10 with 10 being the highest)

Professionalism___________
Notes:
Ability to do the job____________
Notes:
Desire_____________
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Notes:
Total Score:___________
Once you have created the interview worksheet with pre-written interview questions, you are
ready to start scheduling interviews.
Prior to scheduling interviews we recommend that all hiring managers review the “Effective
Hiring Practices Training Video on HRFix.com

Scheduling Interviews
As applicants arrive they will be given the ADA Position Description for the position they are
applying for and they will be asked to read the position description and then sign the
acknowledgement. If the applicant states they can meet the minimum physical and mental
requirements of the job, you proceed with giving them an application to complete. If the
applicant states they cannot meet the minimum requirements and a reasonable
accommodation is not available, you thank them for coming in and wish them the best. If the
applicant requests an accommodation, review the request, you may want to contact the hotline
for assistance. If the accommodation is reasonable and can be accomplished and will allow the
applicant to meet the essential functions of the job, you move forward and give the applicant
the application to complete. If the accommodation does not appear to be reasonable, you
should contact your Attorney or the hotline for assistance.
Once the candidate has completed the application, you will need to conduct the red flag
screening on the application prior to the interview.
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Note on scheduling: Is the applicant organized. Did the applicant bring to the interview the
information or documentation you requested (i.e. list of references, past work product) etc.
Was the applicant prepared for the interview? Did the applicant email you a resume without
the resume being attached?
Red Flag Screening
The “Red Flag Screening” is a process that has been developed over the past 18 years by Human
Resources The Red Flag Screening is based on the philosophy that - good people do good
things - bad people do bad things, we are all creatures of habit, what we did at our last
employer(s), we will do again!
In reviewing thousands of applications of employees that had either become problems or filed
adverse claims against their employer, Human Resources was able to create a list of common
problems found on the applications – we labeled these as “Red Flags”. Obviously not every
application had all 8 red flags on them, but the majority had at least 2 to 3 red flags on the
application. It will take approximately 2 minutes to review the application of the candidate to
determine how many, if any Red Flags exist. In the event an application has three (3) or more
Red Flags, it is recommended that this particular application be taken out of the running for an
interview. The Red Flags are clearly defined with justification below. It is strongly
recommended that a red flag screening take place after you receive the application and prior to
the interview. If the application contains 3 or more red flags, we recommend you not go
forward with the interview. Simply thank the applicant for applying and let him/her know you
will keep their application on file. The results of the red flag screening will be extremely
beneficial for the individual manager/supervisor as well as the company.
•

•

•

•

Incomplete Application – Applicants who fail to complete the application (when they
were trying to impress you) will no doubt fail to complete job tasks in the future. In
addition, these applicants present an increased risk for accidents and injuries as they
tend to take short cuts and not follow established procedures to include safety
procedures.
Sloppy Application – Similar to the applicant who does not complete the application, this
applicant is at an increased risk for causing personal injury to either themselves or others
as well as property damage to equipment due to sloppy work.
Multiple jobs in 3 years – An example would be an applicant who has had six jobs in
three years – good chance they will stay six months with your organization. We are all
creatures of habit, what we did in the past we will repeat in the future. Multiple jobs
can also indicate a failure to become a part of a team environment.
New Vocation after years in one industry – sudden change. Unless the applicant has
recently graduated from an educational program and is now certified or degreed in a
new field, this applicant typically indicates a problem in that they are leaving the
industry they have worked in for years for reasons that typically are negative.
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•

•

•

•

Employment Gaps – This applicant may have gaps for numerous reasons, some
acceptable, some not acceptable. You should explore the reasons for the gap with the
applicant during the interview. However, ensure you do not ask illegal questions such as
“Did you miss any work due to workers compensation claims or illness?” You can ask
them to simply explain the gap in employment. If the answer is unsatisfactory to you,
this would be considered a red flag.
No references listed or previous employer(s) out of business. One of the ways
applicants hide prior employment, or prior negative issues such as prison time, is to
either not list references, list themselves as self-employed or drive around town and find
businesses that have closed and use them as references. Another concern would be
references from relatives or from jobs a long time ago, but not much from current
previous positions.
Self employed for more than 7 years. Most studies show that entrepreneurs who make
it 7 years, will be successful, this seems to be the breaking point. If an applicant states
they have been self employed for 7 years but now need a job, they are either a poor
business person or they are attempting to hide something, neither situation makes for a
good applicant.
Military without a DD214. Prior military personnel are very familiar with the form
DD214, discharge document. If an applicant states they are prior military but they do
not have or have never heard of a DD214, they are not being honest and this is a red
flag.

The Interview.
The interview should not take place until completion of the Red Flag Screening, and after the
interview you will conduct the Reference Checks and the Criminal Background Checks on the
successful applicants. As discussed above, every attempt should be made to have a pre-written
list of bona-fide occupational questions. This will assist you in controlling the interview and
precluding the applicant from taking control and discussing issues, you as a professional
manager know you should not discuss. And again, this list will also allow you to get the
information you need in order to make a fair and impartial decision. The interview should be
set up at a time when you will not be interrupted. Nothing is more unprofessional than
interrupting an interview with a phone call or visitor. Stick to your questions, do not describe
the position to the applicant until after you have asked all your questions. This is called giving
the interview away. If the applicant knows what you are looking for, what the job entails,
he/she will structure their answers around the position and what they think you want to
hear. In the event the applicant goes off on a tangent and begins discussing issues you do not
want to discuss in an interview, simply raise your hand with palm facing them and they will stop
talking, respond with “I understand - but let me ask you this” and go on to your next
question. Regardless of how the interview went or what you thought of the applicant, always
thank them for their time and wish them success in their job search. You may be the only
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person from your company that the applicant will ever come in contact with - make sure it is a
professional interview and a positive experience - you are a diplomat for your company! Once
the interview is concluded, you will score the application as described below. Once scored, put
the application aside and prepare for your next interview.
Once the interview is completed the hiring manager should evaluate the applicant. One
method of evaluation is called the 10 point must system. It is recommended that candidates be
evaluated utilizing the following criteria:
Professionalism as it applies to the job. Obviously the professionalism required of a janitor is
significantly different than the professionalism required of a Chief Financial Officer. You want
to evaluate whether or not this applicant’s personality is a fit for your culture. Has the
applicant ever worked for a small or start-up company or has he/she always been with a large
heavily structured company, he/she may not be a good fit for your organization.
Related Experience. Has the applicant worked in the same or similar position before? Has the
applicant worked in a similar environment? For example, a person that has never worked
outside, let alone as a construction superintendent, would probably not be an ideal candidate
for a construction superintendent job. Some career field changes take place as a result of
completion of an educational program or the completion of a college degree. However, it is
not always a good idea to take a person who has established a career path in one area and
without valid reason is making a severe career change, these typically do not work out and lead
to other problems.
Desire for the job. Did the applicant ask for the job? Did the applicant show genuine interest
in the position and the company? Most successful candidates that become successful
employees will ask for the job. The hiring of a salesperson who did not try to “close” you on
hiring them, will more than likely result in a below average producing sales person. The hiring
of an accountant who did not ask for the job is more than likely going to result in a person who
will stay until a better offer is received.
As stated above, we recommend scoring based on the 10 point must system. This simply
means giving the applicant a score of “10" in their strongest category, 10 being the highest
score. As an example, let's say you interview five candidates and they score as follows:
Professionalism Experience Desire Total

Candidate #1

7

8

10

25

Candidate #2

10

9

8

27

HRFixNow.com Effective Hiring Practices

Candidate #3

6

7

10

23

Candidate #4

8

10

8

26

Candidate number one has average professionalism, nothing outstanding but acceptable,
he/she has good experience and outstanding desire for the job. Candidate number 2 has
outstanding professionalism, great experience and above average desire for the job, etc.... By
utilizing the 10 point must system, you will remember what the candidate's strongest quality
was and will be in a better position to justify your hiring decision. Based on the 10 point must
system, you would hire the candidate with the highest overall score. In this example candidate
number 2 would be offered the position. In utilizing this process, you will ensure that the best
candidate is hired and you will be able to justify your selection in the event of a claim or charge
of discrimination. All candidates should be scored immediately after their interview. This will
reduce the potential of confusing applicants and their responses to your questions and the
hiring of the wrong applicant! The score should be placed at the top of the pre-written
questionnaire. Once you have completed all of your interviews, you simply add up the score
and select the applicant with the highest score to go to the next step which is the reference
check and background investigation.
Mandatory Qualifications for Employment.
Any required qualification for employment is unlawful if it has an “adverse impact” on any
protected group, unless the employer can prove that the requirement is job-related and
consistent with business necessity. For example, a requirement that an applicant have a high
school diploma may disproportionately exclude certain racial groups. Employers would be hard
pressed to prove that a high school diploma guaranteed a specific level of competence.
Similarly, if an employer refuses to consider applicants with extensive prior experience because
the employer believes the applicants are overqualified, the employer may be accused of
unlawfully screening applicants based on age.
Legal issues may arise if an employer considers the following factors or uses the following
requirements when evaluating job applicants:









Arrest record and/or conviction record – see section on Criminal Background Checks
Weight lifting ability – designating a job as male only because of physical requirements.
Minimum height and weight requirements – may have an adverse impact on women.
Maximum weight requirements – may violate the Americans with Disability Act
Garnishment history, credit rating and bankruptcy – Violate Consumer Protection
Act
Minimum educational requirements- Adverse impact on protected groups
Grooming requirements – Review gender or religious requirements carefully
Citizenship – IRCA prohibits discrimination based on citizenship.
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Language requirements – may have adverse impact on protected groups.

Check Your Candidates and Applicants
Recent studies show that 80% of all employers conduct some form of background investigations
on applicants. What this tells us is 100% of the criminals will apply at the 20% of the companies
that do not conduct background checks. A recent study conducted by the Society for Human
Resources Management revealed the reasons for employers conduct background checks as
shown below:

The chart below shows the information found on these background checks:
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The federal Occupational Safety and Health Act ("OSHA") will apply to virtually every employer.
OSHA regulations include the so-called "general duty clause" which requires the employer to
furnish employees with employment that is free from recognized hazards likely to cause death
or serious injury. (thieves, rapists, murderers). Today Managers can be held personally
responsible for who they invite to be on the “Team” areas of concern that apply to the hiring
process include:
•

Negligent Hiring – Hiring someone who you knew or should have known was a
recognized hazard had you done your due diligence as a hiring manager.
Example would be hiring a convicted rapist and exposing your employees to him
and he rapes the receptionist in the back room.

•

Negligent Entrustment – you hire someone with multiple DUI convictions and
allow them to be a driver – they cause an accident, are under the influence and
you put them there!

Under the general duty clause you will be responsible for who you hire and who you expose
your employees, vendors and customers to. The best way to avoid such claims is to conduct
the background investigation. However, prior to conducting a background investigation, you
must have documented approval from the applicant, this can be accomplished by using the
below form which is available on the site under the new hire forms.
Background Checks
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Some employers conduct background investigations to ascertain whether an applicant is
suitable for the position and told the truth during the application process. The employer may
also conduct background investigations to avoid negligent hiring claims as discussed above.
Many services are available to assist employers in conducting investigations. The Federal Fair
Credit Report Act (FCRA), however, regulates certain types of investigations and/or require
disclosure of such investigations.


Credit Checks – Employers sometimes make inquiries into an applicant’s financial status and
credit-worthiness when the applicant will be in a position of trust, such as handling
employer valuables or money. The FCRA restricts this type of inquiry.



Educational verification – An employer should consider verifying all of the schools or
institutions listed by an applicant.



Department of Motor Vehicles search – An employer might also consider checking the
driver’s license of an applicant who will be required to drive in the course of employment. If
the employer obtains the driver’s license and driving record history, the inquiry should not
be covered by the FCRA. However, if these records are obtained by a consumer reporting
agency, the FCRA’s requirements apply.

Reference Checks
An employer should not ask any question of references that it would not ask of applicants
themselves; the focus of any inquiries should remain on the applicant’s ability to perform the
job functions required by the position.
All applicants should be informed that each previous position must be accompanied with a
reference name and telephone number. All applicants should be informed from the very
beginning that references are required and will be checked. In doing this, you may dissuade an
otherwise dishonest applicant from completing an application. In addition, you are informing
them that they must complete the application. Once the background authorization (shown
above) is completed, it should be mailed or faxed to the previous employers, notifying them
that you will be calling. After the release is faxed or mailed, the hiring manager should followup with a phone call/reference check. When conducting a reference check, it is imperative to
verify dates of employment, job title and duties and when possible, eligibility for rehire. When
conducting reference checks, it is important that you not ask previous employers any questions
that you cannot legally ask the applicant themselves. Questions concerning previous workers’
compensations claims, marital status, etc must be avoided. This information can be written on
the application next to the previous employer's name and address. In the event an applicant
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has lied about previous employment, either dates or duties, they should be disqualified from
further consideration. When calling on reference checks the following should be considered:
•
•
•
•
•
•
•

What was the general demeanor of the person giving the reference?
Did you feel at ease talking to them or did they immediately get nervous once you
mentioned the employees name?
Did the dates of employment add up?
Did the job duties match with what the applicant described on the application?
Did the pay match up with what the applicant claimed they were being paid?
Was the reason for leaving consistent with what the applicant claimed?
Is the person eligible for rehire?

Once the reference check has been conducted, you will now complete the criminal background
check.
Criminal Background Check.
All remaining applicants should have a criminal background check conducted. This can be
accomplished either through Human Resources or other outside vendors who provide this
service.
We strongly recommend that all hiring managers signup and attend the “Background Check
Webinar” provided by our sister company www.drivenhire.com As a HR Compliance Company
we are significantly different than all other Consumer Reporting Agencies (background check
companies). We focus on doing the background checks legally and thus avoiding costly lawsuits
for our clients. Background check lawsuits are the fastest growing class action lawsuit in the
country right now. Driven hire not only gives you the background check information, we
provide HR consulting assistance on what to do with the information you receive, this alone
should encourage you to check out www.drivenhire.com and attend their informative free
webinar.
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The below criminal background check policy should be implemented:
Criminal Background Check Policy
In an effort to ensure a safe work environment for all employees, customers, and the general
public, the company will conduct criminal background checks on all new hire applicants for
employment prior to their first day of employment.
A new hire applicant shall be defined as any prospective employee who is not currently an
employee of the company or subsidiary of the company.
Criminal background checks shall be conducted on applicants recommended for hire, prior to
the extension of an offer of employment, as allowed by local law. Individuals may not
commence employment until they have successfully completed a criminal background check.
If an individual being considered for a position has a criminal conviction or a pending charge,
the factors listed in “Step 3” should be followed to determine if there is a substantial
relationship between the offense and the new job responsibilities. If a substantial relationship
exists, the company may decide that individual should not be employed in that position and a
pre-adverse action notice must be sent to the applicant informing them of the information
contained in the report and giving them the opportunity to either dispute the information or
explain why the information should not be a bar to employment. In addition to the pre-adverse
action notice, the applicant should receive a copy of the report along with a copy of “Your rights
under the Fair Credit Reporting Act”.
Information collected in connection with the background check will be treated confidentially to
the extent permitted by applicable laws. The Human Resource Department or other designated
department will be responsible for all aspects of conducting criminal background checks, and
will be required to adhere to this procedure. Appropriate training shall be provided, with the
completion of training documented. The individual responsible for maintaining records will be
asked to sign a confidentiality statement.
Criminal Background Check Procedures
Step 1. Disclosure and Authorization Form.
Prior to conducting a criminal background check, the company will have the candidate sign a
Disclosure and Authorization Form. This is a stand-alone and separate document, not to be
attached to any other release, application, or disclosure. Individuals who decline to sign the
consent form will no longer be considered a candidate for the vacancy. A candidate will submit
the Disclosure and Authorization form directly to the Human Resource Department where it
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will be maintained in confidence to the extent permitted by law. The form contains personal
information and should only be accessible to Human Resources.
Step 2. Conducting Criminal Background Checks.
Criminal background checks will be performed by our third party Consumer Reporting Agency
to include checks of records in all jurisdictions deemed prudent. Our Human Resource
Department will be responsible for all activities involved with the checks including determining
the scope, conducting checks, referring checks to outside vendors and making
recommendations on results. A key component of this role involves keeping information
confidential except on a need-to-know basis or as required. A breach of confidentiality or the
inappropriate use of criminal background check information will constitute a work violation and
will be grounds for disciplinary action.
The employing department manager is responsible for notifying Human Resources that a check
needs to be conducted. Human Resources will obtain the completed Disclosure and
Authorization form directly from the employee or candidate. Any available
resume/vita/employment application also should be provided Human Resources, who will take
the information and determine the scope of the check.
Step 3. Making the Decision Regarding Substantial Relationship.
The Equal Employment Opportunity Commission published guidelines related to criminal
background checks which state that an employer is liable for violating Title VII (Civil Rights Act)
when an applicant or employee demonstrates that the employer’s policy or practice has the
effect of disproportionately screening out a Title VII-protected group, and the employer fails to
demonstrate that the policy or practice is job related for the position in question and consistent
with business necessity. As such, the following procedures will be followed at all times:
Once the criminal background check is completed, the company will make a decision based on
the information gathered. The Equal Employment Opportunity Commission and company policy
states that the company cannot and will not discriminate against prospective or current
employees based on past or pending arrests or convictions. There are exceptions to this
requirement if a “pending criminal charge” or “conviction record” is determined to be
“substantially” related to the “circumstances of the particular job.” To determine if there is a
relationship, the company needs to review the circumstances of an offense, where it happened,
when, etc. - compared to the circumstances of a job - where is the job typically done, when, etc.
The more similar the circumstances, the more likely a “substantial” relationship exist.
Accordingly, if the background check uncovers a pending criminal charge or a criminal
conviction, Human Resources will consult with the hiring manager to determine whether the
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criminal activity is substantially related to the functions of the position. Human Resources
along with the hiring manager will jointly be the decision-maker for the hiring decision.
In reviewing the results of a criminal history background check on an individual applicant, the
company will review each applicant on a case-by-case basis and consider the following factors
in order to determine whether there is a substantial relationship between the pending charge
or conviction and the position and whether the applicant should be further considered for the
position:
The Offense. The nature, severity and intentionality of the offense(s) including but not limited
to:


The statutory elements of the offense (rather than the individual’s account of the facts
of the offense);



The individual’s age at the time of the offense(s);



Number and type of offenses (felony, misdemeanor, traffic, other);



Time elapsed since the last offense;



The individual’s probation or parole status;



Whether the circumstances arose out of an employment situation; and



Whether there is a pattern of offenses.

The Position. The duties, responsibilities and circumstances of the position applied for,
including but not limited to:


The nature and scope of the position, including access to cash, inventory, customer
credit information, etc…



The nature and scope of the position’s autonomy and discretionary authority;



The amount and type of supervision received in the position or provided to subordinate
staff;



The sensitive nature of the data or records maintained or to which the position has
access;



The opportunity presented for the commission of additional offenses; and
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The extent to which acceptable job performance requires the trust and confidence of
the company, customers, or the public. Human Resources will be responsible for
documenting the basis for the decision to hire or to refuse to hire a candidate based on
the criminal background check review.

Step 4. Candidate Notification of Negative Results.
Adverse Action Notifications. If an applicant is not qualified for employment based on the
criminal record, the applicant will receive a pre-adverse action notice along with a copy of the
consumer report and the FTC document “A Summary of Your Rights Under the Fair Credit
Reporting Act”. Even if there are other reasons for not hiring an applicant in addition to
matters contained in a consumer report, the adverse action notification procedures still apply.
If the intended decision was based in whole or part on the Consumer Report, the applicant has
a right to receive the report.
The applicant should be given a reasonable period of time (5 days from receipt of initial adverse
action notice) to dispute the information on the consumer or investigative report. In addition to
dispute the information, the applicant should be given an opportunity to explain the specific
situation and put forth a request as to why they, the applicant should still be considered for
employment. If the dispute or request is unacceptable or lacks substance, then you would
move onto the next step as defined below. However, if the applicant provides documented
evidence that they are a victim of identity theft, or the records should have been sealed or
expunged, you should contact the management hotline as soon as possible.
In the event the applicant did not dispute the information or his/her dispute/request was
unacceptable, and you intend to make the decision final, the company must take one more
step. The company must send the applicant a Notice of Adverse Action informing the job
applicant that the company has made a final decision.
Step 5. Keeping Records.
Records gathered as a result of a criminal background check will be kept by Human Resources in
separate, sealed files segmented by the applicant/employee’s name. The files will be
maintained separately from an applicant/employee’s general personnel records. These records
should include:


Disclosure and Authorization Form



Background Check Report



Analysis and decision whether criminal history (if any) was substantially related to
position
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Correspondence related to criminal background check



Copies of pre-adverse action and post adverse action notices along with any
correspondence received by the applicant.

The records will be securely maintained for a period of two after the position has been filled,
and may be accessed only on a need-to-know basis or as required by applicable law.
Internet Background Checks
Let’s assume Human Resources receives a job application, the candidate looks great. What
better way to get more details – good and bad – about the applicant than to use the vast
resources of the Internet. Google, Facebook, MySpace – all of these great data banks at your
command! A June 2010 survey by JobVite reported that 92 percent of companies hiring in 2010
currently use, or plan to recruit through, social media sites. Problems posed by such searches
are serious. For example, the information posted on such sites typically is intended only for
social, not business, purposes because false and misleading information can be posted, its
reliability can be questionable at best; and even if the posted information is true (e.g. historical
information about Nazism), someone other than the applicant might have been responsible for
posting it. In addition, Internet searches can be used to support claims of discrimination or
invasion of privacy if they reveal information that a prospective employer is not legally
permitted to explore, such as arrest records, gender, gender identity, genetic information,
sexual orientation, race, color, national origin, marital status, and disability. In addition, many
states have laws that protect individuals against adverse action based on certain types of lawful
conduct, such as political activity or consumption of tobacco products.
The Fair Credit Reporting Act (FCRA) and comparable state laws pose other potential Internet
search problems. While it is clear that the FCRA requires employers to obtain written consent
from applicants before hiring a background check company to conduct background checks, no
court has yet addressed whether the FCRA applies to a company’s checking out a candidates
social networking pages. So given the lack of clarity in the law, how can employers fulfill their
responsibility to provide a safe, secure workplace and protect their own business interest, while
at the same time avoid discrimination claims (and others, such as defamation and invasion of
privacy)? Although courts have been consistent in prohibiting Employers from requiring
applicants to provide them with social media passwords to their personal sites, utilizing sites
such as linkedin in which the applicant may have listed past jobs, have recommendations listed,
etc. may be acceptable at this time to review.
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In addition the employer should be consistent in conducting internet searches, picking and
choosing between applicants for any reason could expose the employer to a discrimination
claim.
Once you have completed the background check process you are now ready to extend the offer
of employment. This offer should come in the form of an offer letter.
An offer letter is written to a job candidate to formally offer a position. Candidates often
request letters to verify the terms of offers prior to giving notice at their current jobs. Some
organizations require individuals accepting offers to sign and return document copies,
indicating they accept the terms.
The offer letter should specify the title of the position being offered, the person to whom the
new employee will report, the start date, the starting salary, and any special requirements and
special compensation. The letter also can note the working hours, where the person reports the
first day, and pertinent information about the commencement of benefits or other programs.
Many companies now include an at-will- employment paragraph and reserve the right to
change benefits. Be sure the wording of the letter doesn't promise the prospective employee
employment for a specified period of time if you don't wish to create a contract of
employment. Some companies have specific requirements that need to be indicated in the
letter. A drug test that is a condition of employment should, for example, be mentioned in the
offer letter.
New Hire Orientation. All new employees should be required to take the training listed on
their curriculum as soon as possible. Several of the training topics such as “emergency action
plan” and ADR training (if applicable) is required to be taken on day one. The best time to
accomplish this is day one prior to the employee starting their actual job duties. In addition,
the employee should be introduced to the website and shown where the employee handbook
and employee hotline is located.
The Buddy System.
We, as managers, do not always realize the complete cost of hiring a new employee. Not to
mention the true cost of hiring the wrong employee. When we consider the cost of the
advertisement, the manpower cost of screening applications, reference checks, interviewing,
selection and the fact that most new employees are a liability for the first 30 days until they
learn their job - the true cost of hiring is very expensive. However, so often, we spend all this
time and money on recruiting the ideal candidate and on the first day of work, we give them a
pat on the back and tell them to get with it! The new employee is immediately approached by
“Pity Party Pete” - the one guy in the company that never has a positive thing to say, a person
who dwells on the negative! All our good employees are working and doing what they are
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being paid to do. These employees have already heard Pity Party Pete complain and complain
and complain - they don’t waste their time on him anymore - they are too busy working. The
new employee is ambushed by Pity Party Pete, who can’t wait to rain on the new employee's
parade!
After a couple of days of this barrage, the new employee begins to question his or her decision
to come to work for the company, after all the one employee who he/she spends all their time
with - has informed him that this is the worst company in the world to work for! We are
genuinely surprised when the new employee either becomes the second coming of Pity Party
Pete or quits after just a few short weeks!
When new employees join our company, it is very similar to their first day at school, they are
excited, everything is new, and they are not sure who is who and what is what, all of a sudden,
one person seems to like them and want to spend time with them, applicants can be easily
influenced, as they know very little about their surroundings. An applicant’s first impression is
based largely on our initial few days at work. For this reason, it is very important that these
first few days begin in a positive manner, it will play a huge role in determining the applicant’s
longevity and success with the company.
As a professional manager, we should invest a few days in all our new employees. This
investment begins with the Buddy System. We should take the time to introduce the new
employee to everyone.
Once the introductions are completed, assign one of your better employees to the new
individual. Let your new employee know that should he or she have any questions, the
employee assigned to them can help him or her get the answer they need. Upon completion of
the first week of work, take approximately 10-15 minutes and sit down with the new
employee. The ideal time for this is when the new employee returns the
signature/acknowledgment sheet from the policies and procedures manual. Take this time to
answer any questions that the new employee might have and at the same time, find out if they
are pleased with their decision to come work for you.
One of the most important tasks a manager has within the company is the selection of quality
employees that he or she brings into the company. It is very easy to hire a poor employee. It is
very difficult and can be dangerous getting rid of one.
Let’s summarize the hiring practices at this time.
Step 1: Create ADA position descriptions for each position within the company. The ADA
position description interactive form is on this site under the Manager HR Forms. Completed
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ADA Position Descriptions should be kept in a binder wherever applicants arrive to apply for
positions within the company.
Step 2: Create an interview worksheet with pre-written interview questions for each job within
the company.
Step 3: Prior to hiring for a vacancy, review the position to determine if it needs to be filled, if
job sharing is possible or in-house promotions. If not determine where you will get your
exterior candidates. In the event you write an employment advertisement, have hr review the
ad prior to submission.
Step 4: When applicants arrive have them read the ADA position description and complete the
ADA position description acknowledgment form. If they can meet the requirements as outlined
on the position description or a reasonable accommodation exists, give the applicant the
application to complete.
Step 5: Once the application is complete, conduct the red flag screening. If the application has
less than 3 red flags, conduct the interview.
Step 6: Utilize the interview worksheet with the pre-written questions for the interview. Explain
the process to the candidate and then score the applicant immediately upon completion of the
interview.
Step 7: Conduct background checks and reference checks on the top applicant(s). Adhere to
the requirements of the Fair Credit Reporting Act in regard to authorization/releases signed,
and adverse action requirements if applicable.
Step 8: After selection of applicant, orientate the new employee, make sure training is
completed and assign a mentor to the new employee, someone who has a positive attitude and
a great work record with the company. Follow up with the employee on a periodic basis during
the first 90 days of employment.
This concludes the guidelines surrounding the hiring practices. We are confident in the
aforementioned processes and have witnessed first-hand the success such practices will
produce. Should you have any questions please feel free to contact Jeff Jeans at
jjeans@hrfix.com. In following these processes you will discover that you will hire better
employees, and not have to hire as many! Good employees do good things – bad employees
do bad things! Hire the best and not the rest!

