Chapter 3

Applicant screening

Interviewing applicants

Thejobinterview is anecessary part of applicant screening, and a Kansas employer
should use proper formsfor theinterview. Proper forms help ensure that only
permissible inquries are made of thejob applicant.

An interviewer should review the application, review thejob description, and prepare
guestions before theinterview. A goodinterview form will help theinterviewer develop
legdly soundquestions. Aswith the preparation of an employment applicationform, the
Kansas employer mug remember that the purpose of theinterview isonly to gain
information that is essentid to determining if the gpplicant has the necessary
gudifications expeience, and training for the position. In other words, aKansas
employer should only request informationin an interview that is based onaborafide
occupationd qudification.

Soliciting improper information can subject an employer to legd liability unde laws such
as the Americanswith Disabilities Act (ADA), the Age Discrimination in Employment
Act (ADEA), TitleVII of the Civil Rights Act of 1964(TitleVII), the Kansas Act
Againg Discrimination, and the Kansas Age Discriminationin Employment Act. An
employer should conault with its employment attorney in determining whether aninqury
is proper. An employer should maintain completed interview forms and interview notes
inits personné files as a defense againg discrimination charges.

A Kansas employer should not request information in an interview aboutthefollowing,
unless theinqury is based onaborafide occupationd qudification. Inquriesto avoid
include the following:

* race
e color
* reigion
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disability

naiond origin, ancestry, birthplace, or native language
genetics

age

medical condtions

econamic status (including bankruptcy)
marital status, children or child-rearing plans
pregnancy or plansto become pregnant
name or address of relatives

workers compensation clams

military service

weight and height

veteran@ 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 unwolicited information about any of those areas, the
interviewer should refocustheinterview into job-related areas.

Five formsfor useininterviewing are provided in this manua. Before inserting any
additiond informationinto any of these forms, employers are strongly encouraged to
obtain legd couns.
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EMPLOYMENT INTERVIEW ANALYSIS

The purpose of thisanaysisis to organize the recording of information collected during
theinterview and to assist in evauating and comparing different applicants when
interviews are completed. It will be most effectiveif prepared immediatdy after the

interview.

NAME OF APPLICANT

POSITION APPLIED FOR

NAME OF INTERVIEWER

DATE OF INTERVIEW

TRAITS

COMMENTS

1. Knowledgeof specific job and job-
related topics

2. Experience

3. Communication ability

4. Interest in podtion and our
organization

5. Overdl motivationto succeed

6. Appearance and habits (consder for
postion applied for)

7. Poise

8. Indght andaertness

9. Parsondity (evaluaeinrelationto
postion applied for)

COMMENTS & RECOMMENDATIONS:




Applicant screening

INTERVIEW CHECKLIST

Position Applyingfor: Interviewed By:

If Hired DStarting Date:

O Smoking Environment

O Dresscode

O Time Clodck

O Work Schedule

O Bendfits

O Introductory Period (90 Days) 30, 60, 90 Day Reviews
O Lunch/ Breaks

O Break Rooms

0 Job Responghilities

O Pay Periods (If hired, advise when they would receive first check, etc.)
O Overtime

O AT-WILL NATURE OF EMPLOYMENT

O
O
QUESTIONS
1. Doyouhaveany Supervisory experience? dYes INo
If yeshow may people? #of Years
2. Doyouhave CRT expeaience? dYes No
3. DoyouhavePC experience? dYes dNo
4. How fad can you type? wpm
5. (5) Strengths (2) Weaknesses
6. What oneword describes you best?
7. Areyou redtricted to any hoursthat youcanwork? [dYes No
8. Arethereany specid killsthat youhave? dYes INo
Explain:
9. What did youlike best about your previousjob? Least?

10. If | spoketo your previousemployer, wha would they say about you?

11. How would you rate yourself amongg (10) coworkersall doing thesame job? 10
being thebext?

12. Doyouconsde yourself to beafast learner? [dYes [ No

13. What ese can you tell me about yourself, that you think | need to know?
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INTERVIEWER EVALUATION

Interviewer Comments:

1. Overdl Reaction 1 2 3 4 5 6 7 8 9 10

2. Did anyoneelse meet with thisapplicant? dYes [No
If yes, who?

3. Reactionsby individual (s) who met with applicant:

4. Response promised to gpplicant by (dae):

5. Responded to applicant (date) by |etter/telephone
6. Offered Position: dYes [No
7. Starting Saary:

1« Evaduation Date;
1¢t Sdary Review Date:

8. Accepted Pogtionn Yes [No

9. |If offered and accepted, when will employment commence?

Date Time
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INTERVIEWING FORM

Name of Interviewee:

Interviewing for:

d Full-time [ Part-time

Position Interviewingfor:

Towork for:

Interviewed by:

Date/I nterview:

ITEMSTO COVERWITH APPLICANT

Gengral Information

a b~ wDnPE

Generd history of company

Number of employees

Depatments

Supervisor

Type of equipment, machinery, etc. used in thepostion

Bendfits

10. Pay days
11. Holidays

© o N gk wWDdDPE

Hours ( b );

Overtimebpad at

hour lunch; breaks

Vacation time

Sick time

Profit shaing

Retirement

Health (dentd, eye) insurance
Lifeinsurance

LTD inwurance

12. Tuition reimbursement

13. At-will employment

olddooddoodooo
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SAMPLE QUESTIONS FOR APPLICANT

Experience:
Skills:
Reason for leaving current/last job:

Professonal memberships licenses, awards

Reason for applying for this postion:

Professonal gods.
Sdf-evdudion of srengths
Sdf-evdudion of weaknesses.

© O N o g~ DB

Describemog satisfying/significant work achievement:

=Y
o

. What isimportant to applicant in acceptinganew paosition:

'_\
'_\

. Current sdlary: $ Sdary requirement: $

=
N

. Date available for work:

INTERVIEWER RATING

Experience for Pogtion: 1 2 3 4 5 6 7 8 9 10
Training for Postion: 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
Professonalism: 1 2 3 4 5 6 7 8 9 10
Persondity: 1 2 3 4 5 6 7 8 9 10
Initiative: 1 2 3 4 5 6 7 8 9 10

Othe significant factors:
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Background and reference checks

Another aspect of job applicant screening tha employers should focusonis background
and reference checks. Kansas employers can be hdd liable for negligent hiring and/or
retention of employees. Kansas courts have long recognized tha employers have aduty
Qo hire and retain only safe and competent employeesOand that an Gemployer breaches
thisduty when it hires or retainsemployees that it knows or should have known are
incompetentOor unssfe. Plain Resources, Inc. vs. Gable, 235K an. 580,590-591(1984)
If someone Dacugomer, another employee, or anyoneese Dis then injured by theunsafe
or incompetent employee, theemployer may beligble for damages.

Employers tha thoroughly check every job applicant@ backgroundcan limit ther
negligent hiring and retention liability. Thebest way to condict these checksisin
writing. Employers should request written references from both persond and
professiond references, as well as from previousemployers. If apreviousemployer
refuses to provide any requested information, it is best if such refusa is doaumented in
writing and signed by tha employer.

Employers should require ajob applicant to authorize the employer to verify and
investigate theinformation provided on the application by theapplicant. The best way
to obtain this authorizationis to makeit part of the employment application. Such
authori zation can help protect former employers and others from defamation clams and
thus might make them more willing to provideany requested information.

In addition, employers should have applicants provide proof of any diplomas,
transcripts, licenses, and thelikeif education or licensureisajobrequirement. The
employer should then verify with the corresponding ingitutions 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 conault with an employment attorney before requesting any consumer
reports on job applicants (or current employees.)

It is extremey important that an employer verify all information provided by the
applicant prior to offering him or her a position with thecompany. Inaccurate or
incomplete information coud subject theemployer to unwanted claims at alater date.
Employers are encouraged to perform such checks onall current employees as well.

Thismanua includes thefollowing forms, which will assist employersin obtaining
written doaumentation abou ajob applicant:

» an Geduaationd referenceOform for ajob applicant to list eductiond information
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» aQeference release formOfrom an employee, authorizing aformer employer to
release information

» aQeferenceinguiryOform to request information from ajob applicant® reference
« an Gmployment referenceOform for aformer employer to complete.

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

Name of applicant:

Socid Security Number of applicant:

Stated dates of attendance:

1. Attended from: to

2. Date Graduated:

3. Degree Received or Highest Grade Compl eted:

4. GradePoint Average:

5. Courseof Study or Mgor:

6. Academic Honors
Date:
Signaure:
Title:
Schod:

*PLEASE ATTACH AN OFFICIAL GRADE SHEET
AND COURSE DESCRIPTION BOOKLET*
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REFERENCE RELEASE FORM

Employee Reference Release

, agree to therelease of thefollowing

information concerning my employment with {Company Name}, as may be
requested by progective employes:

Job Reference Information

Releasd

1.

2.

Dates of Employment

May Be Released

May Not Be

Job Title(s)

Salary At Time of Termindion

Attendance Record

Performance Review Ratings

Reason for Terminaion

(1 Resignaion

(1 Resignaion By Mutud Agreement
1 Retirement

(d Downszing

(4 Discharged For

(1 Other (Be Specific)

Eligiblefor Rehire? [dYes [No

Other information that may berequested (be specific)

Signed:

Employee Manager
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REFERENCE INQUIRY

REPLY TO: Human Resources Manager

TELEPHONE:
TYPE OF REFERENCE:
|:| EMPLOYMENT
|:| OTHER
APPLICANTG NAME SOCIAL SECURITY NO.
Dear Madam or Sir:

The above-named person has applied for employment with our company for the postion
of and has authorized usto contact you as areference.

Wewould gresatly appreciate your furnishing the information requested on the attached
form for the typeof reference checked above.

For your conveniencein replying, a self-addressed stamped envelopeisendosed.
Thank youfor your assstance.

Very truly yours,

(Company Rep./Title)

(Date)
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EMPLOYMENT REFERENCE

Name of applicant:

Stated daes of employment:

1. Employed from: to

2. Reason for termindion:

3. Firstjobtitle Pay rate

4. Lastjobtitle Pay rate

5. Description of dutiesin last podtion:

6. Eligiblefor rehire: dYes No
If no, why not?

PLEASE RATE
THE OuUT- ABOVE BELOW

FOLLOWING: | STANDING | AVERAGE | AVERAGE | AVERAGE

Skills

Quiality of Work
Quantity of Work
Conduct

Attendance

Dae Signaure:

Title:

Company:




