
Chapter 3 

Applicant screening 

Interviewing applicants 
The job interview is a necessary part of applicant screening, and a Kansas employer 
should use proper forms for the interview.  Proper forms help ensure that only 
permissible inquiries are made of the job applicant. 

An interviewer should review the application, review the job description, and prepare 
questions before the interview.  A good interview form will help the interviewer develop 
legally sound questions.  As with the preparation of an employment application form, the 
Kansas employer must remember that the purpose of the interview is only to gain 
information that is essential to determining if the applicant has the necessary 
qualifications, experience, and training for the position.  In other words, a Kansas 
employer should only request information in an interview that is based on a bona fide 
occupational qualification.    

Soliciting improper information can subject an employer to legal liability under laws such 
as the Americans with Disabilities Act (ADA), the Age Discrimination in Employment 
Act (ADEA), Title VII of the Civil Rights Act of 1964 (Title VII), the Kansas Act 
Against Discrimination, and the Kansas Age Discrimination in Employment Act.  An 
employer should consult with its employment attorney in determining whether an inquiry 
is proper.  An employer should maintain completed interview forms and interview notes 
in its personnel files as a defense against discrimination charges. 

A Kansas employer should not request information in an interview about the following, 
unless the inquiry is based on a bona fide occupational qualification.  Inquiries to avoid 
include the following: 

• race  

• color 

• religion  

• sex 



• disability 

• national origin, ancestry, birthplace, or native language 

• genetics 

• age  

• medical conditions 

• economic status (including bankruptcy) 

• marital status, children or child-rearing plans 

• pregnancy or plans to become pregnant 

• name or address of relatives 

• workers compensation claims 

• military service 

• weight and height 

• veteranÕs status 

• garnishments 

• arrests and convictions (unless accompanied by a statement that an arrest or 
conviction will not necessarily preclude employment) 

• labor union activity. 

If an applicant begins providing unsolicited information about any of those areas, the 
interviewer should refocus the interview into job-related areas. 

Five forms for use in interviewing are provided in this manual.  Before inserting any 
additional information into any of these forms, employers are strongly encouraged to 
obtain legal counsel. 
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EMPLOYMENT INTERVIEW ANALYSIS  
 

The purpose of this analysis is to organize the recording of information collected during 
the interview and to assist in evaluating and comparing different applicants when 
interviews are completed. It will be most effective if prepared immediately after the 
interview. 

NAME OF APPLICANT          

POSITION APPLIED FOR         

NAME OF INTERVIEWER         

DATE OF INTERVIEW         

TRAITS COMMENTS 

1. Knowledge of specific job and job-
related topics 

 

2. Experience  

3. Communication ability  

4. Interest in position and our 
organization 

 

5. Overall motivation to succeed  

6. Appearance and habits (consider for 
position applied for) 

 

7. Poise  

8. Insight and alertness  

9. Personality (evaluate in relation to 
position applied for) 

 

COMMENTS & RECOMMENDATIONS: 

 

 

 

 

 

 

 Applicant screening 
 



 

INTERVIEW CHECKLIST 
 
Position Applying for: ________________________Interviewed By:______________________ 
If Hired Ð Starting Date:_______________________     
 
 Smoking Environment 
 Dress code 
 Time Clock 
 Work Schedule 
 Benefits 
 Introductory Period (90 Days) 30, 60, 90 Day Reviews 
 Lunch/ Breaks 
 Break Rooms 
 Job Responsibilities 
 Pay Periods (If hired, advise when they would receive first check, etc.) 
 Overtime 
 AT-WI LL NATURE OF EMPLOYMENT 
 _____________________________________ 
 _____________________________________ 
 
 QUESTIONS 
 
1. Do you have any Supervisory experience?      Yes     No 
 If yes how may people?                      # of Years__________      
2. Do you have CRT experience?      Yes     No 
3. Do you have PC experience?      Yes     No 
4. How fast can you type?                    wpm 
5. (5) Strengths     (2) Weaknesses 
             
             
       
       
6. What one word describes you best?      
7. Are you restricted to any hours that you can work?      Yes     No 
8. Are there any special skills that you have?      Yes     No 
 Explain:           
9. What did you like best about your previous job?    Least?    
10. If I spoke to your previous employer, what would they say about you?      
11. How would you rate yourself amongst (10) coworkers all doing the same job? 10 

being the best?    
12. Do you consider yourself to be a fast learner?       Yes     No 
13. What else can you tell me about yourself, that you think I need to know?     
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INTERVIEWER EVALUATION 
 

Interviewer Comments: 
 
1. Overall Reaction  1     2     3     4     5     6     7     8     9     10 
 
2. Did anyone else meet with this applicant?      Yes  No   
 If yes, who?______________________________________________________________  
 
3. Reactions by individual(s) who met with applicant: ______________________________  
 ________________________________________________________________________  
 ________________________________________________________________________  
 
4. Response promised to applicant by (date): _____________________________________  
 
5. Responded to applicant (date)                          by letter/telephone 
 
6. Offered Position:      Yes      No   
 
7. Starting Salary:___________________________                                     
 1st Evaluation Date:_______________________                              
 1st Salary Review Date:____________________ 
 
8. Accepted Position:      Yes      No   
 
9. If offered and accepted, when will employment commence? 
 
 
 
 
 Date:                                    Time:_________________  
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INTERVIEWING FORM 
 

 
Name of Interviewee: _________________________________________________________  

Interviewing for:  Full-time      Part-time  

Position Interviewing for: ______________________________________________________  

To work for: ________________________________________________________________  

Interviewed by:                                                            Date/Interview:____________________  

 
ITEMS TO COVER WI TH APPLICANT 

 
General Information 
 
1. General history of company _________________________________________________  

2. Number of employees______________________________________________________  

3. Departments _____________________________________________________________  

4. Supervisor_______________________________________________________________  

5. Type of equipment, machinery, etc. used in the position___________________________  

 ________________________________________________________________________  

 ________________________________________________________________________  

 ________________________________________________________________________  

Benefits 
 
1. Hours (              Ð               );             hour lunch;               breaks  
2. Overtime Ð paid at ____________________________________________________   
3. Vacation time ________________________________________________________   
4. Sick time ___________________________________________________________   
5. Profit sharing ________________________________________________________   
6. Retirement  __________________________________________________________   
7. Health (dental, eye) insurance ___________________________________________   
8. Life insurance _______________________________________________________   
9. LTD insurance _______________________________________________________   
10. Pay days ____________________________________________________________   
11. Holidays ____________________________________________________________   
12. Tuition reimbursement ________________________________________________   
13. At-will employment ___________________________________________________   
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SAMPLE QUESTIONS FOR APPLICANT 
 

1. Experience: ______________________________________________________________  

2. Skills: __________________________________________________________________  

3. Reason for leaving current/last job: ___________________________________________  

4. Professional memberships; licenses; awards: ___________________________________  

5. Reason for applying for this position: _________________________________________  

6. Professional goals: ________________________________________________________  

7. Self-evaluation of strengths:_________________________________________________  

8. Self-evaluation of weaknesses:_______________________________________________  

9. Describe most satisfying/significant work achievement:___________________________  

10. What is important to applicant in accepting a new position: ________________________  

11. Current salary: $                                   Salary requirement: $ _______________________  

12. Date available for work: ____________________________________________________  

 

INTERVIEWER RATING 

 

 Experience for Position:  1 2 3 4 5 6 7 8 9 10 

 Training for Position:  1 2 3 4 5 6 7 8 9 10 

 Attitude of Applicant:  1 2 3 4 5 6 7 8 9 10 

 Maturity of Applicant:  1 2 3 4 5 6 7 8 9 10 

 Professionalism:  1 2 3 4 5 6 7 8 9 10 

 Personality:   1 2 3 4 5 6 7 8 9 10 

 Initiative:   1 2 3 4 5 6 7 8 9 10 

 

Other significant factors: ______________________________________________________  

___________________________________________________________________________  

___________________________________________________________________________  

___________________________________________________________________________  

___________________________________________________________________________  
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Background and reference checks 
Another aspect of job applicant screening that employers should focus on is background 
and reference checks.  Kansas employers can be held liable for negligent hiring and/or 
retention of employees.  Kansas courts have long recognized that employers have a duty 
Òto hire and retain only safe and competent employeesÓ and that an Òemployer breaches 
this duty when it hires or retains employees that it knows or should have known are 
incompetentÓ or unsafe.  Plain Resources, Inc. vs. Gable, 235 Kan. 580, 590-591 (1984).  
If someone Ð a customer, another employee, or anyone else Ð is then injured by the unsafe 
or incompetent employee, the employer may be liable for damages. 

Employers that thoroughly check every job applicantÕs background can limit their 
negligent hiring and retention liability.  The best way to conduct these checks is in 
writing.  Employers should request written references from both personal and 
professional references, as well as from previous employers.  If a previous employer 
refuses to provide any requested information, it is best if such refusal is documented in 
writing and signed by that employer. 

Employers should require a job applicant to authorize the employer to verify and 
investigate the information provided on the application by the applicant.  The best way 
to obtain this authorization is to make it part of the employment application.  Such 
authorization can help protect former employers and others from defamation claims and 
thus might make them more willing to provide any requested information.   

In addition, employers should have applicants provide proof of any diplomas, 
transcripts, licenses, and the like if education or licensure is a job requirement.  The 
employer should then verify with the corresponding institutions or agencies that the 
information provided is accurate and/or current. 

Employers may obtain consumer reports on job applicants.  However, the Fair Credit 
Reporting Act places strict notice and disclosure requirements on employers.  An 
employer should consult with an employment attorney before requesting any consumer 
reports on job applicants (or current employees.) 

It is extremely important that an employer verify all information provided by the 
applicant prior to offering him or her a position with the company.  Inaccurate or 
incomplete information could subject the employer to unwanted claims at a later date.  
Employers are encouraged to perform such checks on all current employees as well. 

This manual includes the following forms, which will assist employers in obtaining 
written documentation about a job applicant: 

• an Òeducational referenceÓ form for a job applicant to list educational information 

Applicant screening 
 



• a Òreference release formÓ from an employee, authorizing a former employer to 
release information 

• a Òreference inquiryÓ form to request information from a job applicantÕs reference 

• an Òemployment referenceÓ form for a former employer to complete. 

Once completed, forms such as these should be kept in a personnel file to protect against 
claims of negligent hiring and retention. 
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EDUCATIONAL REFERENCE 
 

Name of applicant: ______________________________________________________________ 

Social Security Number of applicant: 
______________________________________________ 

Stated dates of attendance: ________________________________________________________ 

1. Attended from: ______________________  to  
___________________________________ 

2. Date Graduated: _____________________________________________________________ 

3. Degree Received or Highest Grade Completed: ____________________________________ 

4. Grade Point Average: _________________________________________________________ 

5. Course of Study or Major: _____________________________________________________ 

6. Academic Honors: ___________________________________________________________ 

Date:______________________________ 

Signature:__________________________ 

Title:______________________________ 

School:____________________________ 

 

 

 

 

*PLEASE ATTACH AN OFFICIAL GRADE SHEET 
AND COURSE DESCRIPTION BOOKLET* 
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REFERENCE RELEASE FORM 
 
 
Employee Reference Release 
 
I, ___________________________________, agree to the release of the following 
information concerning my employment with {Company Name},  as may be 
requested by prospective employers: 
 
Job Reference Information May Be Released May Not Be 
Released 
 
1. Dates of Employment _________________ ____________________   
 
2. Job Title(s) _________________ ____________________   
 
3. Salary At Time of Termination _________________ ____________________ 
 
4. Attendance Record _________________ ____________________ 
 
5. Performance Review Ratings _________________ ____________________ 
 
6. Reason for Termination  
  Resignation 
  Resignation By Mutual Agreement 
  Retirement 
  Downsizing 
  Discharged For_________________________________________________________ 
  Other (Be Specific)______________________________________________________ 
 
7. Eligible for Rehire?      Yes     No 
 
8. Other information that may be requested (be specific) ____________________________ 
 _______________________________________________________________________ 
 _______________________________________________________________________ 
 
Signed: 
 
Employee_____________________________ Manager______________________________ 
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REFERENCE INQUIRY 
 
REPLY TO:  Human Resources Manager 
 
TELEPHONE:_____________________ 
 
        TYPE OF REFERENCE: 
 

         EMPLOYMENT 
 

          OTHER 
 
APPLICANTÕS NAME     SOCIAL SECURITY NO. 
 
 
Dear Madam or Sir: 
 
The above-named person has applied for employment with our company for the position 
of _________________ and has authorized us to contact you as a reference. 
 
We would greatly appreciate your furnishing the information requested on the attached 
form for the type of reference checked above. 
 
For your convenience in replying, a self-addressed stamped envelope is enclosed. 
Thank you for your assistance. 
 
     Very truly yours, 
 
 
     ______________________________________ 
     (Company Rep./Title) 
 
     ______________________________________ 
     (Date) 
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EMPLOYMENT REFERENCE 
 
Name of applicant: ___________________________________________________________  
 
Stated dates of employment:____________________________________________________  
 
1. Employed from:____________________________    to  _________________________  
 
2. Reason for termination: ____________________________________________________  
 
3. First job title:_______________________________________  Pay rate _____________  
 
4. Last job title:_______________________________________  Pay rate______________  
 
5. Description of duties in last position:__________________________________________  

 
6. Eligible for rehire:      Yes      No   
 If no, why not? ___________________________________________________________  
 ________________________________________________________________________  

 
 

PLEASE RATE 
THE 

FOLLOWI NG: 

 
OUT- 

STANDING 

 
ABOVE 

AVERAGE 

 
 

AVERAGE 

 
BELOW 

AVERAGE 

Skills     

Quality of Work     

Quantity of Work     

Conduct     

Attendance     

 
 
 
 
Date: _________________ Signature:____________________________________  
 
 Title:________________________________________  
 
 Company:____________________________________  
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