Recommended Hiring Procedures

· Use some type of application form so you will have a written record.  Don't accept verbal information. 

· Ask the applicant to fill in as much information as possible.  Make him/her aware that the more information they provide on the application the better their chances of being hired. 

· Be sure the applicant provides dates of previous employment.  Don't accept generalities.  Ask for months instead of years; insist that he/she be as specific as possible. 

· Ask him/her to provide phone numbers of previous employers including any cell phone numbers they might have. 

· Ask for the name and contact information of their immediate supervisor, especially at their last place of employment.

Before You Hire...

· Take a moment to look over the application and look for discrepancies. 

· Circle all discrepancies or missing information in red ink so you can ask the applicant why he/she failed to be specific. 

· ALWAYS conduct a personal interview with the prospective employee and let his/her application be your guide in asking questions. 

· You may ask an employee if he/she can pass a drug screen for illegal drugs. 

· You may ask an employee if he/she is physically able to do the job they are applying for but you may NOT ask an applicant if he/she has any disabilities. 

· You may ask an applicant if he/she has a valid drivers’ license and you may make a copy of this license to go in their personnel file. 

· You may ask an applicant if he/she has ever been convicted of a crime and if so, to give details. 

· When contacting former employers, ask if he/she would rehire the individual.

