Checklist For legal Hiring process

Place the following checklist into every applicant’s file. 

Name Of Applicant:      
Position Applied For:      
Task
Yes/No
Date
Initial Notes

Application Process

Is application complete? Including applicant signature and date?
 
 
 

Did applicant consent, in writing, to a background check?
 
 
 

Did applicant leave criminal questions blank?
 
 
 

Did applicant indicate a criminal record?
 
 
 

Did applicant explain why he/she had left previous jobs?
 
 
 

Did applicant explain gaps in job history?
 
 
 

Did applicant clearly identify previous employers?
 
 
 

Did applicant provide supervisor names?
 
 
 

Interview

Was applicant’s explanation of why he/she left previous jobs satisfactory?
 
 
 

Were the reasons provided for leaving previous jobs consistent with the application?
 
 
 

Was applicant’s explanation of employment gap satisfactory?
 
 
 

Were the reasons provided for employment gaps consistent with the application?
 
 
 

Did the applicant cite any concerns with having a background check run?
 
 


Did the applicant state that any past employers would tell us that he/she was terminated, disciplined, or not eligible for rehire?
 
 


What did the applicant say when asked what he/she thought past employers would say about him/her? 
 
 


How did the applicant reply when asked: “If we contact the courthouse or police department, would we locate any criminal convictions or pending cases?”
 
 


Reference Checks 
(by employer or third party)

Have references been checked for at least the last five years?
 
 
 

Have efforts been documented and placed in the file?
 
 
 

Where there any discrepancies between information located and what applicant reported on application, especially concerning: a. dates/salary/job title/duties 
b. reason for leaving?
 
 
 

Note: Use back of sheet, if necessary.  And remember to initial and date all entries.
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