Template

This is a template.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Sample Hiring Policy

(for publication to applicants)

Thank you for your interest in working for our Company.  We strive to attract quality applicants with the potential to contribute positively to our productive, hard-working team.

It is our goal to provide equal employment consideration for all applicants.  To help us reach that goal, we have developed the following Hiring Policy, which applies to all individuals seeking employment opportunities with our Company.

1. Applications are accepted only for open positions.

2. Each applicant must fully complete an application form provided by our Company.

3. Application forms remain eligible for consideration for 45 days from the date submitted.  Following 45 days, reapplication in accordance with this policy is required.

4. Applicants are contacted only if selected for an interview.

5. Final candidates are subject to a pre-employment drug test and a criminal background check.

Template

This is a template.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Sample Hiring Policy

(for use in administration of Hiring Policy)

1. Identify job opening.

2. Advertise job opening.

3. Make applications available [online/at front desk] for time period you are hiring.

4. Encourage applicants to complete forms [before interview/in the office].

5. Stamp “Date Received” on application when submitted if submitted in person.

6. Review for completeness.  Decide whether you will either disregard all incomplete applications or contact applicants to obtain missing information.

7. Place complete applications in appropriate “active” file for consideration.  Interview from this group.

8. Periodically remove “inactive” applications (older than 45 days) from “active” files.

9. Keep “inactive” files for one year from date of receipt.

10. If an individual attempts to apply in a manner inconsistent with your policy (e.g., if applications are requested and/or submitted when an opening is not available), explain and provide copy of policy.
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