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

Hiring Checklist

· Determine the need for the opening.  Consider alternative options such as dividing work differently, improving processes, etc.

· Meet with hiring team to plan the recruitment process.  Who is responsible for what and when.
· Internal, external or both
· Types of interviews, who is involved and when
· Drafting job posting
· Posting job
· Contact person for candidates
· Applicant screening
· Scheduling interviews
· Conducting interviews
· Evaluating candidates
· Background and reference checking
· Extending the offer

· Hiring team determines factors critical for success and ideal candidate profile.  Assesses gaps in current staffing and specifics on what is needed to fill the gaps
· Special qualifications, strengths, motivations, values, experience

· Update the job description

· Determine salary range

· Draft job postings and post in appropriate places.  Disseminate information about the job outside of normal postings (social media, networking, employee referrals, etc.)

· If internal posting, send email notification to staff and post in other places for any employees that don’t have access to email
· Internal candidates complete internal application
· Screen applications for qualified internal candidates (HR or Hiring Manager)
· Hiring manager notifies employee’s current supervisor the candidate has applied
· Schedule and conduct interviews.  Clearly explain the interview process and timelines.
· To the internal candidates not selected, hiring manager and current supervisor meet with the employee to explain that they weren’t selected and what they can do to have a better chance next time.
· Complete written job offer to internal candidate selected (if one was selected).
· Work with current supervisor to discuss timeline and transition.
· If a new opening now exists, start at the beginning.

· If external search is done, post and spread the word
· Notice to current employees
· Company website
· Social media sites
· Industry sites
· Professional associations
· Targeted recruiting through networking and word of mouth
· Search candidate databases
· Online postings
· Traditional postings (if appropriate)
· Employment department

· Send acknowledgement of receipt of application materials.

· Screen application materials and narrow down candidates based on minimum qualifications.  Consider screening as they come in and initiating contact immediately for top qualified candidates.

· Schedule phone or video interviews with candidates.  Explain to them what to expect. 

· Conduct phone or video interviews.  Be sure to talk about compensation requirements.  Narrow down to top candidates after the interviews.
· Remember, you can push ahead a strong candidate before other interviews are conducted if needed.

· Schedule in-person interviews with hiring supervisor or panel.  Explain what to expect and timeline.  
· Provide copy of job description prior to interview
· Provide application to complete prior to interview if not already done
· Explain any other materials they will need to provide 

· Assess each candidate using an evaluation form and determine which candidates to invite back



· Coordinate availability and schedules for in-person interviews.  Create blocks of times for interviews with the hiring team/manager.
· If conducting panel interviews, be clear each participant knows their role and what questions they’ll be asking or which areas they need to focus on.
· HR should review questions prior to any interview.

· Contact candidates to schedule second interview.  Explain what they should expect, who will be involved and any additional materials they will need to provide or other relevant information they will need.

· Complete candidate evaluation forms

· Meet to discuss if any of the candidates should be offered the position

· If a finalist is identified, HR completes reference checks, verifies credentials, licensing, etc.

· Verbal offer is made to the candidate to see if they’re interested in the position.  
· Explain offer is contingent upon passing any background checks such as drug, criminal, driving, etc.
· No employee can work until all pre-employment checks and tests have been completed and results returned.

· If candidate agrees to the conditions, draft a written offer letter.
· Great practice is to do a written offer for every position, but may be limited to certain positions.

· Candidate should sign and return the offer letter and any other pre-employment agreements.

· Finalize their start date.  Periodically communicate with the candidate prior to their hire to make sure you are both prepared.





Quick Reference List

Hiring Process
· Review and Update Job Description
· Develop Job Posting
· Place Job Posting
· Review Resumes/Applications
· Select Interviewees
Interview Process
· Select Interviewers
· Schedule Interviews
· Complete Employment Applications (if not already done)
· Conduct Interviews
· Evaluate
· Select
Reference Checking Process
· Conduct Reference Check
· Conduct Background Check
Job Offer
· Prepare Offer Letter for Review by [Date]
· Present to the Applicant
· Offer Letter (Offer is contingent on background, reference and drug screens if applicable)
· Job Description 
· Complete Pre-Employment Drug Screen (if applicable)
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