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Introduction

The hiring process is one of the most important and complex fiaskg employerdNot onlymust
employersensurethey have made the best effort to find the most qualified candidhey; must also
Sy a dzNB camiliscewihzbsth state and federal awliscrimination lawst each stage of the hiring
processAdditionally, he hiring process &lengthyundertakingthat typically involvedraftinga job
description recruiting, screening, selectingiring and onboarding.

To further complicate this press, employers across the nation are dealing with the effects of a tight
labor market and serious talent shortagjelb&cane increasingly difficult for employers to find qualified
employees to fill their open positions. In fact, according to ManpowepGnearly half of akmployers
are concerned about finding employees with the necessary skillguatifications

Moreover, hiring the wrong candidate is almost worse than not finding a qualified candidate to fill a

position, as &dad hire camegativelyaffect his or her team and the overall compahgcording to the

U.S. Department of Labar,bad hire can costt leastonel KA NR 2 F ( Kyedrwhg@si A G A2y Qa 7
increasing for positions higher in the company, such as a vice preside@.&daCEnly is there a

financial cost to the hiring process, but a bad hire canregatively influencestaff morale and

productivity.

The hiring process can be complicated and #imesuming, but it has the potential to significantly affect
your organiation. This toolkit serves as an introductory guide to the hiring process and offers best
practices for each step die process. It also provides an overview of the compliance and legal
considerations related to hiring employees.

This toolkit igor informational use only and should not be construed as legal advice. Please consult a
legal professional for legal advice.




Legal Considerations

Employment practices, including the hiring and interview process, are subject to numerous laws, many of
which piotect against various types of discrimination. Noncompliance, whether accidental or intentional,

can have serious consequenggsiningyour time and financeandK dzNIi A y 3 &2 dzNJ O2 Y LI y & Q2
The first step in your hiring process should be to dgvalsolid understanding of applicable laws.

Federal and State Laws

Before beginning your interviews, you should gain a basic understanding of the federal and state laws
that affect the hiring process. Employers should be able to avoid the major ledls pytfanderstanding
discrimination laws and ensuring that all hiring and interview activities are kept striath/gteu.

The purpose of these laws is to prevent an employer from making employment or hiring decisions based
on factors that are not jobelated. They do not require that preference be given to an individual who is
protected by one or more of the federal discrimination laws.

Documentation of hiring decisions is key for an employer to show that decisions were based on job
gualifications and not on a protected characteristic. Without detailed documentatwanlie difficult
for an employer to defend itself against litigation brougimby a disgruntled candidate.

While these laws generally pertain to employers with more than a certain number of employees,
adhering to themmakesgood business sense for most eoy@rs.For example, although the courts may
throw out an age discrimination suit if the employer has fewer than 20 employees, the adverse effect on
the company reputation and litigation costs can be {astjng.

You should be familiar with the followifegleral employment laws:

9 Title VII of the Civil Rights Act of 1964
o Covers employers with 15 or more employees

o Prohibitscoveredemployers from discriminating against employees or applicants on the
basis of sex, race, color, national orjgatigion(original text of Act) and sexual
orientation (EEOC guidance in 2016)

1 The Americans with Disabilities Act (ADA)

o0 Covers employers with 15 or more employees

o0 Prohibits discriminatioby covered employemgainst an otherwise qualified individual
on the basis bhis or her disability or perceived disability, as defined by the ADA

0 Requires covered employers to provide reasonable accommodation(s) to qualified
individuals both candidates andmployees in order for them to perform the esseati
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job functions, unless such an accommodation would impose an undue hardship on the employer
The ADA has set out four factors to determine whether a particular accommodation presents an
undue hardship:

» The nature and cost of the accommodation
= The financial resources of the facility making the reasonable accommodation

= The overall nature of the business, including type of operation of the employer,
size, number of employees and type and location of facilities

» The impact of the accommodation ongtloperation of the facility
o Prohibitscoveredemployers from making disabilitglated inquiries and requiring
medical examinationgrior to making an offer
1 The Age Discrimination in Employment Act (ADEA)
o0 Covers employers with 20 or more employees
o Prohibts acoveredemployer from failing or refusing to hire, discharging or otherwise
discriminating against any individual based on age (40 years and older)
1 Title Il of the Genetic Information Nondiscrimination Act of 2008 (GINA)
o Covers employers with 15 orore employees
o Prohibits discriminatioby covered employemgainst employees or applicants because
of genetic information
1 The Immigration Reform and Control Act (IRCA)
o Covers employers with four or more employees

o Prohibits discriminatioby covered employesgainst employees or applicamEsed on
national origin or citizenship

o NOTEEmployers should simply ask applicants whether they are lawfully able to work in
the United States and if they will be able to submit the necessary dotatinerto
complete Form-9.

9 The Fair Credit Reporting Act (FCRA)

o0 Requirexoveredemployers to provideoticeto applicantsandto obtain their
authorizationto complete background chesl-or example, the written release and
disclosure form, which the gutoyer must obtaimprior torunning a consumer report,
must be provided to the applicant as a staaldne document and not attached to any
other documents, such as an employment application.

o Covers employers that use a thdrty agency to condutiackground checks or
consumer reports, but does not cover employers that conduct background checks in
house




1 Pregnancy Discrimination Act of 1978 (PDA)
o Covers employers with 15 or more employees

o Prohibits sex discriminatidsy covered employersn the bass of pregnancy, childbirth
or related medical conditions

1 Equal Pay Act of 196BRA

0 Requires that women and men with substantially equal jobs be paid equally. Under the
EPAemployers are prohibited from paying unequal wages to men and women whose
jobs are performed under similar working conditions within an establishment and require
equal effort, responsibility and skill.

o Pay differentiadbased on seniority, merit, quatytior quality oforoductionare known as
Gl FTFANYI O atdibre peréniftedl yyravitiédéhat the employer can prove they
apply.

o0 Applies to all employers covered by the FLSA.

As you review the legal aspects of the hiring and interview process, keeplithat the above list is

neither allinclusive nor a full discussion of employment discrimination issues. In addition to federal law,
you should have a basic knowledge of any ssptific laws that affect hiring. It is a good idea to consult
legal cousel for any questions regarding employmiamt compliance.

Bona Fide Occupational Qualifications (BFOQSs)

BFOQs are the qualifications necessary to meet the essential requirements of the jdiil dittee Civil
Rights Act allows an employerdiscriminate on the basis of religion, sex, national origin or age in
instances where religion, sex, national origin or age is a BFOQ. However, you need to be very careful
when making a hiring decision based on BFOQs that could be deemed discriminatory.

The U.S. Supreme Court has interpreted B&@a@owly. For example, rationalizing a-based BFOQ on
gender stereotypes or customer preferences for one gender over another is not a legitimate BFOQ. In
addition, there is no BFOQ for race or color discrirnat

Protected Information and Classes

LYF2NXIGA2Yy @2dz OFy Qi dzaS G2 Ylsdx$al okienttibriNdkligigh, RSOA a A
and disability. According to a CareerBuilder survey, 1 in 5 employers has inadvertentinakégal

interview question. In order to stay on the right side of the law and avoid discrimination, you need to

know how to navigate these topics and what questions must be avoided.

i A = 4 oA

Any question that directly or indirecilyquirest 6 2 dzi +y AYRA@GARdzZ f Qa LINBGSOGS
thatisnotjobNB € | (SR aK2dA R y2d 068 | &18R® _ 2dz aK2dd R |+ @2
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disability, race, sexual orientation, marital status, national origin, religianc@s, military discharge,
union involvement, worke€sompensationclaims and arrests. ConsAppendix Gor examples of
questions you can and cannot ask regarding these topics.

If candidates offer private or protected information voluntarily, you shouétt the conversation away
from these topics and make sure that the information is not recorded or used as a factor for
consideration.

Although, if a candidate has an obvious disability, you can and should discuss with the candidate whether

he or she wuld be able to perform the essential functions of the position with or without any reasonable
accommodationsHowever,tiwould not be permissible to begihis discussion by inquiriradpout the

OF YRARIFI GSQa &aLISOATAO RAAlIOAfAGE 2NJ YSRAOIFIE O2YyRAG.

RegaRAYy 3 NBftAIA2Yy T SYLI 28SNB Ydzald I O002YY2RIGS |y Sy
accommodation would impose an undue hardship, which is defined as more than a minimal burden on

the operation of the business. A religious practice may leegly held by an individual even if it is newly
FR2LIGSRE y2i O2yaraitaSydafte 20aSNWWSR 2NJ RAFFSNByid T
religion.

Background Checks

In general, rcept for certain restrictions related to medical ayahetic information, it's not illegal for an
employer to ask questions about an applicant's or employee's background, or to require a background
check Howeverany time you use an applicant's or employee's background information to make an
employment dediort regardless of how you got the informatiogou must comply with federal laws

that protect applicants and employees from discrimingtionluding discrimination based on status in a
protected classin addition, when you run background checks througbmapany in the business of
compiling background information, you must comply with the FCRA

UndertheC/ w! > SYLX 28 SNE VYdzad y20AFe |y LW AOFYyG GKI
consumer report for decisions related to their employmene fibtice must be in writing and @stand

alone format. The employer must also receive permission from the applicant before obtaining the

consumer report. After completing the first two steps, the employer must then certify compliance to the
company fromg KA OK (G KS& | NB NBOSAQGAYy3 GKS LI AOFYyGQa Ay
must certify that they notified the applicant and got their permission to run a consumer régithe

employer complied with all of the FCRA requirements, artdtleg will not discriminate against the

applicant or employee.

9YLX 28SNE &Kz2dfbantHeb 8 E2¢é 06 SHaABNBG2Fya 6KAOK A& 0SAy
across the natiorSpecific laws vary, but bdime-box laws generally require removingyanquiry into

past conviction records from the employment application. Employers with multiple locations in varying

states or cities may want to adapt a universal application or include a disclaimer on the application for job
candidates in jurisdictionsith banthe-boxlaws




Many laws limit when an employer may conduct background checks, such as restricting a background
check until after an offer has been made. Regardless of the legislation where you are located, this is
generally a good practice follow.

Legal Issues W ith Social Media and the Hiring Process

{2YS aidlGSa KIFI@S LI aaSR tlFoa LINBPKAOAGAY3A SYLX 28& SNJ
social media login information. During the interview and hiring process, usingisedialcan be risky as

the employer may obtain unverified information about a candidate that is protected, such as his or her

age, race or disability. In addition, before deciding to review social media, evaluate whether you will gain
necessary and relevakty T2 NXY' | A2y o6& R2Ay3 a2d LF &2dz R2 y2i VY
accounts, it is better to not do so.

When using social media in recruiting or screening efforts, you should:

Drafta formal policy stating what information the employer lofskson a social media site and
how the information is used in the hiring process.

AAA RBoASs it OFYyRARIGSEQ a20Wid] MBRA OIORRABRIATGSY i
search on social media.

Knowthat the FCRA may be applicable if you uérd party to screen social media as part of a
background check.

Neverrequest or require the login credentials for the social media accounts of applicants.
a

Designatesomeone who is not directly involved in hiring decisions to review social media. This
person can filter out information related to protected statuses, such as disability, race or age,

AAA
._. when reporting relevant findings.
ar

Consultegal counsel before usingcal media for screening and background checks.




The Hiring Process  From
Beginning to End

b2¢ GKIG 22dz2Q@S 06S02YS FILYATAIFIN gAGK (mther t SILE 02
steps inthe hiringprocess.

Creating an Accurate Job Description

Havingawelt NAGGSYy yR O2YLX Ayl 220 RSAONALIIAZ2Y Aad Sas
job description is what a recruiter or hiring manager will use when hiring a new employee, and it will also

0S I OF YyRARI (S K 2RAdMNE (0 2AYYLAF S/NEFAO (il A2 ya deOWKEE A G Qa ONXzOA
descriptions are thorough, clear, accurate and regularly updated.

Developing Your Job Description

A quality job description may not look the same for all positions at an organization, but each description
should include similar aspects. It should be written clearly, detail job functions and aludibst,

required skillsqualifications and expectats, providing examples as necessary.-Wigtten job

descriptions are concise, free from gendered or technical language and specific.

When you review or draft a job description, make sure that it includes:
91 Job title
1 Department under which the job istés
1 Summary of essential job functions, with examples as needed
9 Job duties and responsibilities
M Shift information
1 Special working conditions, as necessary
1 Quantity and quality of work expected
1 Required skills, qualifications, licensing or certifications
1 Sttement that the job description is subject to change based on business necessity

Note that the term "essential function" should be used in the job description. The job description should
explicitly state the manner that an individual is to perform the Jolb descriptions should be updated
periodically to reflect the essential functions of altered positions or any other pertinent change. All levels
of management and human resources should review job descriptions.

10




Review for Consistency

In addition to reglarly reviewing your job descriptions for accuracy, you should review them for
2NBFYATFGA2Yy I O2yaraitaSyodéed alAyldlAyAy3d Oz2yaraidsSy
creates cohesiveness and can help ensure equitable comparisons acroaddidisally,

organizationally consistent job descriptions can be useful when deveboipargework for companyide

performance evaluations, policy manuals and annual reports.

Job Description Best Practices

The job description that you provide will pedity be the first interaction prospective candidates have
GAGK @2dz2NJ 2NBFYAT FGA2y® ¢KFiQa ¢gKeé AGQa a2 AYLR2NI
engaging and compliant. Hesmee some best practices to keep in mind

Be concise There's a difrence between being thorough and rambliagd ypu want to be as
concise and specific as possibteen writing job descriptiong he actual length of the job
description will depend on the positiofry to include section headers and bulleted lists imgve
job description to make it more read&rendly.

Use plain languagelncluding buzzwords and general jargon on your job descriptions can
confuse potential candidates and even cause top talent to not apply for the job. While including
essential industrgpecific jargon isn't necessarily frowned upon, you should use it sparingly. Try
to keep your job descriptions as straightforward and transparent as possible.

Be specific One of the biggest reasons new hires leave a company shortly after starting is
becatse of mismanaged expectations. Your job descriptions should include specific job
responsibilities to avoid any potential confusion.

Check for crosplatform accessibility According to a study by Glassdots%oof job seekers
look for job openings on their mobile devices. If your job description or posting isn‘t-nobile
friendly, you may lose out on qualified applicants

N W4

Be mindful of word choieceWhether you realize it or not, some of the wording that you include
in your job description could alienate job seekers. Review your job description for potentially
biased language to ensure that the application is appealing to a variety of candidates.

| W

Be realistic While some jobs warrant an extensive list of candida#difigations, it's important
=S5 to distinguish between essential and preferred qualifications. If you have a list of 10 required
z qualifications for a job, a potential candidate may not apply because they don't meet the

S ]S

requirements. Try separating the requdrand preferred qualifications in your job descriptions to
make it more approachable and achievable for job seekers.

11




Update descriptions regularlyyou should annually update your job descriptions to ensure that
they're accurate and apply to the availatakent pool. If you're using a template, you will want to
make sure that it gets updated regularly to make sure it's as relevant and accurate as possible.

Recruiting

b2g GKIG &2dz2Q@0S gNRGOUSY @2dzNJ 220 RiSmgOotkssIi A2y I A0Q
recruiting. Recruiting top talent has been a struggle for organizatiofisR G Kl G A& SaLISOAL f f
labor market. Sometimes hiring departments sink hundreds of dollars into their recruiting processes

before realizing that nonefdhe applicants are suitable. With such an unpredictable market, hiring

failures are costlier than ever. Avoid wasting time and money by properly recruiting for your open

positions.

Recruitment Marketing

Recruitment marketing describes all the strategie®rganization uses to promote its brand in a way

that attracts and secures candidates. Things like search engine optimization (SEO), employee referrals,
analytics and social media branding all fall within recruitment marketing. Recruitment markesirsy diff
from traditional recruitment strategies due to its breadth of tactics. Old methods, like posting to job sites
or job boards, still fall within the scope of recruitment marketing, but fall short of providing the same
value to your organization.

Insteadof simply posting a job description and hoping a qualified candidate will apply, recruitment
marketing hones the process fromthe stait  { Ay 3 GKS aFAYISNI ONRaadaAy3IE 2d

Recruitment marketing helps cultivate candidates by building rel&ijomearly. Too often, organizations
cannot attract the right candidates, which means positions stay empty longer. By nurturing a relationship
with a candidate, you can start the vetting process even before the first phone call.

Many applicants excel atliag themselves on paper and in interviews. Some applicants are skilled
enough to conceal a lack of motivation or a poor attitude just to get a job. Hiring departments often look
at professional skills instead of other factors when making a hiring aeeigiich can be harmful to the
organization. Forming a relationship with a candidate early on will help form a more accurate picture of
the person you are recruitimgbeyond just reading his or her resume.

Social Media
Successfully using social media siike Twitter or Facebook, is just one of the tactics within the scope of

NEONHZA G YSY G YINJSGAy3Id {20AFf YSRAIFIQ& NBIFOK YSIya
The trick will be finding the best audience for your organization and gratsbatteintion.

Since recruitment marketing uses many avenues to propel its brand,redial igust one stop on your
recruiting journey. The potential impact of a successful social media campaign is huge, as Facebook alone
boasts over 1.5 billion users.

12




1'aS @2dzNJ a20AFf LI FGF2NYa G2 AyadSNY OG LISNm2YyIlffe
I N» ¥4 &a20AFf YSRAIF LI 3Sa GKIFG FT20dza 2y @2dzNJ 2NAI y.
pictures of volunteer activities or employeetings to show off your work environment. Pictures of

employee activities speak volumes to candidates who are trying to assess your company. Additionally,
consider posting links that direct candidates to a specific recruiting area on your company, website

instead of thehomepage

Your end goal is to attract candidates who identify with your brand vdleesuse they will be the best

fit for your organization. Only posting job descriptions will get candidates who merely want a job, not
those who are drive by your values. Keep this in mind when creating your social media pesfjlear
social media persona will dictate what kinds of people you attract. Make sure your content resonates
with the kinds of candidates you are seeking.

Online Communities

Sites like LinkedIn or Glassdoor technically qualify as social media, but they are more like online
communities. LinkedIn and Glassdoor are professional communities that aim to attract and interact with
prospective applicants. Depending on your industry, youfiod other sites that apply specifically to your
industry.

One wayhat online communities differ from other socrakdia ighat there are far less distractions. On

Facebook, for instance, you are competing with millions of entertainment pages tdyolar
2NBFYATFGA2y Qa8 NBONHA GAY3I STF2NIad t NeFSaarzylft 2
S0 your messaging does not compete with entertainment. However, since other companies will be

promoting their brands, too, make sure youelintiate your organization and articulate your values

well.

Job Boards

While they may seem archaic compared to social media, job boards still play an important role in
recruitment marketing. These sites, like Monsted Indeed, are traditional job postj sites that many
employers are familiar with. The classic formula has been to post a job description and hope for a
gualified candidate to apply. This is no longer the case for savvy recruiters.

You should still use job boards, but include informatian ¢floes beyond merely describing the available

position. Candidates should get a clear picture of your organization and its values after reading your post.

Do not just sell the positiana St f G KS 2NBIFyAT I GA2y Q&8 0 Ndegkg { Ay OS |
AYRAGARdIzZ fax @2dz gbyd G2 YI1S AdG Ot SIFENJGKFEG @2dz ¢
@ tdzSaz y24 2dzaid I 220 ¢KAA&A Aa lFfaz2 | 3I22R alLkRd
website, so candidates can get a betpicture of your values.

13




Company Perks

¢tKS&aS NS GKS o0SySTAada LIS2LXS ftAaG 6KSy alSRz a2
like employetsponsored benefits, comfortableorkspaces and workout facilities all attract candidates.

These benefits can make the difference for someone choosing between Company A and Company B.
a2NB20SNE (KS o0SySTAda @2dzNJ 2NBFYATFGA2y 2FFSNAR A
messaging. For instance, if your organization says it is committed to employeethahittessaging can

be reinforced by offering an esite workout facility.

YSSL) e2dzNJ 2NBFYyAT FiA2yQa @I fdzS& Ay YAyYyReslDFR (KAY]
they promote the message or hinder it? Can you offer anything else to show that you are committed to

those values? Candidates will be logkior corsistencybetweenthe projected values and the offered

benefits, so be sure your organization livpdaits message.

Make sure candidates know about these benefits before their first communication with your company.
They should not have to wait until their first contact to find out about these offerings.tsdvbese
perks on social media and your company website to attract more candidates.

14




Valuable Recruiting Strategies

The following strategies are examples of ways a recruiter can get ahead of the competition.

Use Technology

Anticipate Future Hiring Needs

Offer Employee Referral Incentives

Tap Into Labor Market



Interviewing

' FAOSNI 22dzQ@0S adz00SaaFdzZ te& YIN]JSGSR @2dzNJ 220 2LISy A

interviewing portion of the hiring procesdany factors influence what your hiring and interview process
will look like, including your company type and sieer personal interviewing style and the position in
guestion. Regardless, there are some best practices that generally apply to most interviews. Below are
suggestions to help facilitate an efficient interview process.

Interview Form  at and Organization

Generally, there are several parts to an interview, regardless of the type or structure. With some
interviews, these will be clearly defined; in others, they will flow more naturally or even overlap.

1 Aninterview will begin with an introductiaf yourselvesand you will typically give an overview
of the company, position and any other relevant information you wish to share.

1 Thenextsection of an interview Wwhenyou ask questions and engage in @sation to gather
the information you know you need.

9 Near the end, you should give the interviewee a formal opportunity to ask any questions of you.
A candidate may have prepared questions for you prior to the interview, or he or she may have
guestions lased on the information that has been exchanged during the interview thus far. This is
also the time for the candidate to interview you to some degree so that he or she can determine
whether the job will be a good fit.

1 Close the interview by telling thercfidate what the next step(s) of the hiring process will be and
when he or she can expect to hear from you. Even if you will not be moving forward in the hiring
process, let the candidate know, either at this point or in a fellpwall or email.

Intervie w Questions

When asking questions, always make sure that they tie back to the job responsibilities. Beware of
guestions that are illegal or solicit discriminatory informatie®e( Appendix B). In addition to choosing
how to structure your interview, ther@re many types of questions you can use. Agntieeviewer, you
have the flexibility to determine whether you will use only one type of question, or whether you will
employ a mix of question types.

Some interviewers prefer to stick to one type of questitike behavioral questiortsthroughout the

entire interview while ahers like to use many different types. Many human resource experts will swear

by certain tips or tricks regarding special questions or questioning techniques. Some interviewers will only
ask one or a few questions, whereas others laseemingly endless lists of questions. Contradictory

advice can be confusing, especially if you are new to interviewing job candidates.

The bottom line is that you need to find and use the questions that best eymbie gather the
information you needfaout a candidate in order to make a sound hiring decision, regardless of what

16




various experts say. Each person and compaagifferent, and what works for someone else may not
be helpful for you. Below are general types of questions and reasons whyayauamt to use them

Types of Questions

Although questions can be categorized in many different ways, there are three types of questions that
interviewers will typically consider using.

9 Straightforward Typically an opeended question (i.e., hot a questi that solicits a yes/no or
one-word answer), these questions directly ask athout O | Yy RskilR,lcamPedeacies,
background or experience.

o Examples:
» G¢Stf YS [o2dzi &2dzNJ flaid 220 d¢
» G2 KIFIG aljAffa R2 e2dz KIS GKLRAAZA2YKE Y]
1 Behavioral With these questions, you are targeting a specific competency, such as
communication, time management, collaboratimmprioritization.

o Examples:

» 55a0NROGS | GAYS &2dz KFR (2 LANRAAIOKG RINR 2 |
» a¢Stf YS oz2dzi b GAYS @&2dz £ SR I GSEY LINZ

 Situational/hypothetical { A YAf I NJ 12 O0SKIF@A2NIf ljdzSaliAz2yas &2«
responds in a specific situation. The main difference isittsdiead of asking for a past example,
you pose a situation and ask how the candidate would respond.

o Examples:
» G2 KIG g2dAZ R @2dz R2 AT @2dz O2dzf RyQid YSSi
» Gl 2¢ ¢2dA R @2dz 2NHFYAT S | wyy deLIsS 2F LA

SeeAppendix Gor sample questions to get you started when writing your list of questions.

Questionable Questions

b2d Fft ljdSadazya NB ONBIGSR Sliddtted 52yQi o1 &
Fal 2N GKFdG aSSyY a7 dzyréafewdsipes Bfi2jyeSidns ts codsller @vbidindzS @ | S NB

9 @ KFd O2f 2 Nk I yA YHHese@pey & duestioNGaredigiaiKasked to help assess
creativity and personality, but there are far more effective ways of doing so. How much can you
actually learn by asking a candidate what cahdythinkthey are?

17




f Brainteasers These include sudhdzSaidA2ya a4 GKS Oflaairads az2Ke |
Brainteasers are typically asked in order to observe how a candidate thinks when posed a
challenging question under pressurowever this willoften give you no real insight into the
Ol y R A abilityit& do dhe jobin question Instead, ask questions relevant to the job, or ask for
an example in the past when the candidate had to resolve-eejated problem.

Remember, regardless of what types of questions you ask, they need to be reletarjbtm Be

cautious when any information is offered that could be grounds f&caal Employment Opportunity
CommissionHFEOLRA & ONR YA Yl GA2Y &dzA G AF @2dz R2y Qi KANB
age, race, ethnicity, color, gender, sexintry of national origin or birthplace, religion, disability, military
status, marital or family status pregnancy (See Legal Considerations and Appendix B).

z

0 KS

Follow -up Questions

Even with an ideal list of questions, you may struggle to get the information you need. Perhaps the
intervieweewasnervousor quiet RA Ry Qi FalpfdiS& (I1Ay2&/ &S INJ YA adzy RSNE G2 2R
information you were looking for. Regardless, willikely need to use followp questions throughout

the interview.

If you need more information after the initial answer, try these techniques:

T ral GKS alyYS ljdzSadaAaz2y F3aFrAys atAakafte NBg2NRSR
your actualuestion.

T 4] RANBOGEE F2N Bisol RIKFAORRA 2Ptz {82y ®RdzI&KI KK ¢
Ot F NAFe G(KFG adGlaSYSydkl yasSNKE

1 ! & iCan yduell me moré€

1 Ask for an example. If the candidate simply states he or she has goeddimagemenskills, ask
for an example of a project that demonstrates this skill.

1 Be silent. Give the interviewee space to add another comment to his or her answer.
As you ask followp questions, keep two things in mind:

1. Try to ask follovup questions in aonconfrontational manner. Both the phrasing of the question
and the tone of your voice can affect whether your questions are perceived as friendly and
interested or argumentative.

2.al 1S adNB (KIG &2dz R2y Ql LJzNE dzSproteeted¥i&sy. a0 K | {
example, if the candidate volunteers information such as age or marital status, do not comment
on or ask followup questions regarding the topic.
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Questions From the Candidate

An interview should be a twgided conversation and invesigpn regarding whether the job and the
candidate are a good match. Specificalpwing time for the interviewee to ask questions of you is an
important component of that conversation. At some point in the intervigypically after you have gone
throughyour list of questions but before you close the intentiegu should ask the candidate if he or
she has any questions for you.

2 KATS AYGSNWBASHSNAE Yl e 3ASySNrffe GKAyl] (GKSe R2yQi
ready to answer basic quésts:
f a2 KIFG R2 @2dz tA1S lo2dzi @2dzNJ 220k (KS O2YLJI yeKé
f a2KFG Aa F GeLAOIt RI&kgSS] F2N dKAAa LIRaAdAz2yK
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T a1l 2¢ R2Sa (KAA LRGIINXRKSIOR MII XNB Y 02 G2 VR KSYAaaAh

f a2KFG Aa GKS YFYyFr3aSNAIE adetsS 2F GKS LISNE2Y L
T a2KFG INB GKS 1S@& OKIFNIOGSNR&AGAOE @2dzQNB f 2214

T a2 KIFIG A& GKS ySEG aiGSLI AYy (KS AYyGiSNBASGkKANAY3

As you answer questions, remember that the candidate is using these questions to learn more about your
company and the open position. He or she is likely to use this information to make a decision whether or
not to accept the job offer, if you extend ordere are dew guidelines for answering questions from a

job candidate:

1 Be honest. If you lie or cloud the truth, you might end up with a new hire that ends up leaving
shortly because the job or company was not what he or she expected.

1 Most candidates Winot broach salary or benefits at this point, but be prepared with an answer if
0§KS OFYRARIGS R2S&a Falo LGQa @2dz2NJ OK2AO0S 6KSGK
the candidate know that compensation will be discussed if and when a jolisafiade.

1 Some interviewees will ask if you have hesitations about hiring them or doubts regarding their
gualifications. As you go through the interview, you will likely be forming an opinion of the

candidate. Be prepared to honestly tell the candidateufgee shortcomings. This allows the
candidate to address those points if he or she asks about them.

19




General Guidance

Before the Interview

Preparation is key:

l

wSPASs GKS 220 RSAONARLIIAZ2Y YR (KS
information before the interview.
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Have a standard list of questions and method of evaluation.

LT 282dzQNB GKS KANAY3I Y|yl 3ISNyo@al TR2WAXGA 6N NG A (0K
required for the open position, talk to others on the team who understand theaddgy
process and needs for the role to gain better insight before interviewing.

During the Interview

52y Qi t S ySNIBSa.ParthpByowd Sandudt th&intdrviewr sndlie avdade of your
own role in the interview conversation:

l

{iiI-Nli gAUOK avlfft ijl-f‘lz o dzi IVQZVQG f S OKI-GGAySé
the interview.

Have an awareness of yourown bédy y 3dzl 3S® LF &2dzQNB ySg (2 AydS
YSNIP2dzA | 02dzi GKS AYyGSNWBASGg: (220 al{S adiNB &2
GKFG 22dzQNB I yaINE 2N Of 2aSR R2¢gy RdAdzZNAy3dI (GKS Ay

Take notes writing notes verbatim cahelp you remember better later. However, do not mark

down the race, gendephysical characteristias any other notes abowt candidatehat could

0S dzaSR F3FAyad @&2dz AthemardBre Bi@rShaigedivikh & & 2dz R2y Q
discrimination.

MakeslzNE G2 fAAGSYy (2 GKS AyiGSNDAS@GESE®a FdAf | ya
questionsand silence to get more information from candidates.

Consider touring the work area with the candidate. You can obserw th&§iNIDA S5 SSQa NBI C
the workplace (e.g., a disappointed look at your open office space), and a tour helps the
candidate assesghether they carsee themselveworking for your company.

Close the interview by asking for questions, then asking thedzdadf he or she is interested in

the position now that he or she has learned more about the job and company during the
interview. You may learn even more about a candidate and his or her fit for the role based on the
guestions he or she asks of you.
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After the Interview

,2dz tA1StEe 62y Qit IK¥RSOS$ NI IAN G ryuhkrdydatpadnivayd with hed S 2y S
interviewee. Good followp practices will help you make the best hiring decision and keep the candidate
informed of what is happening:

20KSNE 6K2 AYUSNY O0SR

T AY GKS NBOSLIiAz2yAad | yR
F OG @GSNEBE RAFTFSNByGfte 6KSy

opiniong a2 YS AYRA@GARdZ f a
evaluated.

1 Follow up with your top candidates by conducting refereneekt Although references will
often only confirm employment or the completion of a degree, sometimes you can gain good

insight about a candidate.

1 Follow up with the candidate, whether or not you decide to hire him or her.

21




Interviewing Checklist

Consider the items on this checklist when interviewing:

B Look for detailed, specific answers

Look for detailed, specific answers that support the qualifications you’re looking forin a
candidate. Be wary of general answers. If the candidate cannot produce details upon follow-up
guestions, this could be cause for concern.

B Watch body language

Watch body language. Understand the candidate is likely nervous, but he or she should still at
least maintain basic eye contact.

B Ask questions about previous jobs

Ask questions about what the candidate enjoyed and didn’t enjoy at previous jobs. Some can-
didates will “spill all” and complain about a former boss or co-worker. Be wary of these candi-
dates. Even if what they say is all true, it shows poor judgment to complain about co-workers
in an interview.

B Ask about preferred work style

Ask about the candidate’s preferred work style and compare that to the job requirements.
For example, does the candidate prefer solo work but the job requires a lot of collaboration?

B Conduct the “airport” test

Conduct the “airport” test. This is especially important for teams that work closely with each
other or with customers. If you wouldn’t want to be stuck in an airport with this particular
person, he or she might not be a good fit for the team.

B Use your gut instinct

Use your gut instinct. While your gut instinct is obviously a subjective thing, if everyone
who met the candidate has the gut instinct to not hire him or her, don’t necessarily discount
that. However, be careful that you’re not allowing any type of prejudice based on protected
characteristics influence this (e.g., race, sex, age and marital status).

N
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Evaluating Candidates

After interviewing several candidates, you will have formed impressions of eaahdhavegood notes

to review. As you assess the candidates to make your decision, you need to consider how each matches
up with the education, technical skills, characteristics and cultural fit needed to succeed in the open
position.

General Evaluations

1 Educatiorand experience Often, you will be looking for a candidate with a certain educational
background or number of years of experience in a related position. Unless truly necessary, be
careful about being too rigid with this requirement. Ofteducation and exerience can be
replaced with one anotheor a combination can give a candidate the necessary background to
be successfulinanewjohS @A SgAy3 GKS | LI AOFydQa NBadzyS
will help you determine if the candidate has the re=sagy education and experience for the role.

1 Techngal skills or abilitiesThe importance of a solid job description is especially relevant when
determining whether the candidate has the necessary basic skills and abilities to perform a job.
For a positiorsuch as a software developer, certain technical skills areeagatiable. For other
roles, your list of skills may includee or knowledge afertain software product®ut, if you
have an otherwise qualified candidate who has never worked with arceytdj you may want
to consider hiring the candidate and simply providing training for that software. It is highly
unlikely that you will find a perfect candidate, so prioritize which skills are central to the job and
which are nice to havieut can be taght on the jobReviewing the resume or application, as well
as asking questions or administering a sidlsed test, will help you assess and compare
candidate skills and abilities.

1 Characteristics and soft skill€haracteristics are traits in a cégate that are necessary for
success in the role, but they are things that are noteas\yare impossible to teach. For
example, this might include looking for an energetic, outgoing candidate for a custmingr
position, or flexibility for a job thaequires constant reprioritization of tasks. Soft skills, such as
good verbal communication, are also important to consider when choosing a canditzde.
to-face interview is often the best way to assess whether the candidate possesses the

characterisa | yR a2Fi aiAiftta ySoSaalrNeEo ! O20SNJ fSi

presentation othemselvesan tell you a lot about personal characteristics and how they affect
0§KS OFYRARIU0SQa 62N] @ . SKI @A 2 NI < paskpério@nbdoes S ¢
and how well the candidate used various skills to achieve work goals.

1 Cultural fit The most subjective of all requirements, cultural fit considers how well the
candidate will work with others on the team and in the company. Knowwahags are central
G2 @2dzNJ 2NBFYATIFGA2YyY YR RSGSNNYAYS K24 ¢
that cultural fit is not about liking the person, but about him or her having the values and
characteristics that would help him or her workives the team. You should also be cautious
Fo2dzi AylIROSNISYyGte O2yaiARSNAYI | LINRGSOGSR
to incorrectly become part of your cultural fit criteri@ultural fit can be assessed throughout the
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inteviSg Ay 3 LINRPOSaad vdzSadAizya (GKFEG a2t A0A0 Ay TF2NI
experience with key company values may give you the most objective perspective on the
O yRARI 18Qa FAG®

Checking References

One way that you can learn more about digiates is by speaking with their professional and personal
NEFSNByOSad 52Ay3 a2 2Fa4Sy 3IA@Sa Ayarakid Ayidaz + O
ALSOATAO RSOGFAf A FTNRBY |y AYGSNIWASG 2chdbediffeulty RARI G S
SalISOALFfte AT @2dz R2y Qi 1y26 6KSNB (2-chécBrifbestd ¢ KA &
practices.

Before Contacting References
.8 &ddz2NB (2 R2 (GKS F2tt26Ay3 0STF2NB & 2derenBst OK 2 dzi

1 Make sure applications note that a background check and reference check will be required and
that falsified information is grounds for application rejection or termination.

1 Require candidates to sign a release form to obtain their consenbflkaground check or
reference check. Be sure to send a copy of this release and your credentials to the reference(s)
you will be contacting.

91 Clarify with the candidate who may and may not be contacted as a reference.

Contacting References

z

.S adNB G2 R2 G(KS T2tt2¢Ay3d 6KSy &LSF{Ay3d 6AGK I

T YGiGNRRdzOS &2dzNB St T SELX AY (KS NIBliewdfyhe @ 2 dZQNB C
position.

T ISG GKS NBFSNBYyOS (y2¢ (KIFIG @2d2QR | LIWIINBOAIFGS K1

T 1ral I YAE 2F Slaeée ljdSaiAz2yasr &adzOK +Fa GKS OF yRA
to help you verify the information given by the candidate. This step elgs the reference
warm up to the conversation.

T ARl GKS NBFSNBYOS &LISOATAO ljdzSaldAazya Fozdzi | Ol
any issues that were present during their tenure to ensure you get as candid of a response as
possible.
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Considerations to Keep in Mind

¢tKSNBE INB | FS¢ GKAy3Ia GKIFIG @2dz aK2dz R {SSLI Ay YA
including the following:

1 Always get a second opinion. Some references will give a glowing recommeriiafitmobtain
a full gcture of a candidate, be sure to contact at least two references.

9 52y QG o068 FFNIAR (2 &1 ¥F2N SEIFYLX Saod {2YS NBFS
OFYyRARFGS GKIFG YIFIe y23 3IAGS &2dz 322R ilkigsaA IKG A
It may be uncomfortable, but pressing the reference to further explain themselves or to give you
SEFYLX S& 6Aft 0SS KStLWFdAd 6KSy AidQa GAYS G2 YI|

1 Be skeptical of only positive or only negative feedback. A good referenoetwiily give you
positive feedbagkbut alsadictate areas of improvement that a candidate might have. If a
reference is only giving you positive or negative feedback, try to obtain specifics whenever
possible to try to understand why the reference feeld thay.

Employers should always check references once they have made a conditional job offer, but they need to
be concerned about their legal liability when checking references. Employers may not ask references
anything they may not request of the job apgaht. In addition, employers who elect to hire a third party

to make background inquiries regarding applicants and employees are regulated GRthe F

Legal Considerations

Employers should ensure that there is no discriminatory bias in their selection standards. Federal law
does not preclude the use of testing or measuring as a means of selecting employees, provided that the
tests do not discriminate. If an ability test targdard has a disproportionate impact on minorities or
protected classes, it must be joblated and justified by business necessity. As a rule of thumb,

employers should always consider whether an applicant needs to meet a standard (for example, college
degree, experience and English language ability) to perform the job.

Use of physical screening is subject to the samed#stiimination guidelines as mental and ability
testing. There must be a relationship between the job and the results of the examirfdte routine
physical is the most common screening test utilized by employers.

Under theADA employers may not require pafer physicals, but may condition a job offer upon an
applicant successfully passing a pafftr physical, provided it is aquirement of all prospective

applicants within that job category. Drug tests are exempt from the ADA and may be required at the pre
offer stage However since drug tests may reveal other medical information about an applicaratyibe
abestpracticeto require drug tests after the job offer is made.

If an employer withdraws a job offer because the medical examination reveals that the employee does
not meet certain criteria, the employer must show that these criteria areglaibed and are essentiad t
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certain job functions. Employers must also show that there is no reasonable accommodation that would
enable the individual to perform the essential function of thegothat any accommodation would place
an undue burden on the employer

Extending a Job Offer

Business necessity should be the key to all decisions relating to hiring, placement and promotion. The
same concern for neutrality in recruitment and selection language attaches to offer language. When
making your offer of employment, consider tloowing:

1 Avoid comments that could imply a discriminatory bias.

9 Avoid verbal and written assurances of employment security or longevity.

1 Avoid language in an offer of employment that may suggest an implied contract of employment.
1 Avoidstatements that may limit your right to terminate an employee.

T t NEOARS LISNE2YYSt |y 2FFSNI daONK LI o¢

1 Make all offers in writing using a standard format.

1 Review the employee handbook and make sure it contains a disclaimer that it is not a contract.
Remove ap statements that could be interpreted to imply contractual rights.

1 Make sure that jobs that require equal skill, effort and responsibility and are performed under
similar working conditions are equal in pay.

Salary Negotiations

LGQa y2 a4aSOWBGISHKEOGE2GR G686 LI AR (2L R2f €t NP ¢KI §
OF YRARFIGS NBaLRyRAy3 (G2 @&2dzNJ 220 2FFSNI gAGK | &l f|
history is one way that employers can gauge whether they can redijgticesue the applicant, many

industry experts are advising against this practice. Additionally, many states have laws in place banning

salary history questions. Instegwu canbase newhire salaries on local market value, ask candidates

what their target salary range is and conduct internal audits to find out the pay range for certain positions

within your organization.

Onboarding Your New Hires

Onboarding is a process thatahwes teaching new hires the social and performance aspects of their jobs,
introducing them to company culture and helping them get acclimated as quickly as pQssidlarding

takes training and orientation programs to the next level. Unlike a traditoieatation program,

onboarding is a systematic process that extends well beyond the first day of employment. The goal of the
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onboarding process is to cultivate a ldegn relationship between the employer and the employee
while fostering a feeling ofeionging and an affirmation of making the right choice.

An effective onboarding program provides employers with a solid starting point during which they can
communicate their values to their employees and explain why they do what they do. It also helps new
hires easily eclimate tocompany culture.

A study published in the Academy of Management Journal found that the first 90 days of employment is a
pivotal time period for employees to build rapport with a company, its management and their co

workers. Futtermore, according to a study by the Wynhurst Group, when employees go through

structured onboarding, they a&8%more likely to remain with the organization after three years. When

@2dz aKFNB @2dz2NJ O2YLI yeQa 3I2 f & tangdRsly@holvimgghamhow (G K & 2
to do their jobs, everyone benefits.

Practicing Onboarding

Employers who have high retention rates typically have a formalized onboarding program in place. While
onboarding will look different from company to company, thereaai@wv general steps employers can
follow to create a successful onboarding program:

Preboard new hires by alleviating any stress that accompanieddyrgitters.Send a welcome
letter or email alongvith information about the company and any otheefis firstday
information.

Be realistic about the job descriptidbompanies that are more honest about their job
descriptions havé0%less turnover.

managerso meet with their new hires, introduce them to other team members, take them out
to lunch and make them feel comfortable.

Consider a mentoring programssigning mentors to new hires can be highly advantageous to
both parties. New hires know who to contact with questiamsl mentors develop confidence

’ Foster the manageemployee relationship fro@ay 1 The first day is a good opportunity for
)

and pride in their jobs.

Communicate management expectations earlyl@important for the manageo
O2YYdzyAOF (S GKS RSLINIYSyGQa 3I32rftas a ¢Sttt |
hires are set up for success.

ax

Remember, onboarding does not happen overnight. It takes dedication andtultaygh from both the
new hires and whoever is guidithem. An easy pitfall to slip into is leaving new hires to their own
devices during the onboarding period, perhaps to review training materials. Try to avoid isolating new
employees, and instead encourage them to talk with others and establish conttactamwhelp them

with questions during their onboarding.
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Retaining Your New Hires

Your goal as a company should be retaining the talented individuals you spent a significant amount of

GAYS IyR Y2yS& NBONHA GAYy I | INEsCebuzafterd R month NBE i Y A .
With this in mind, it is paramount that you define clear paths for new hires within the organization. Let

them know where their position can lead if they stay with the company, or what career opportunities

there are in othedepartments. The key is to keep thggwen if they decide the roles they were hired for

do not align with their ultimate career goals.

If new hires are not acclimating to their new position, do not give up without a fight. Help plot a course
forinternalOF NBESNJ RS@St 2LIYSyd 2L NIdzyAdGASa lamdng | £ A3
OFrasSasz 22dz2Q@S alLIlSyd + t24 2F GAYS NBONHAGAY3D Yy
F 32Kt d | 26SASNE Ay OS Nilgheat fif, it tndy bedbktt@rio2cyt §okr loks€s ahd Y S
let the employee go.
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Engage Early and Often

According to Gallup, onB80%o0f the U.S. workforce feels engaged in their work. The rest are either not
engaged, or, even worse, actively disengaged. Employees who are not engaged show a lack of enthusiasm
and are less committed to their workplaces. Actively disengaged employaasrarékely to steal from

their employers, negatively influence theirworkers, miss workdays and drive customers away.

Disengaged employees cost the United States an average of $500 billion each year in lost productivity.
This illustrates how importagingagement during the onboarding process can be.

To feel engaged, new hires must understand that what they will be doing matters to the company and

GKIF GO GKSANI LISNF2NXIFYOS gAff YIS I RAFFSNBYyOSe® Lt
company by encouraging your workforce to own their work and to take pride in what they do. You should

be engaging with new hires and stressing these points throughout the onboarding process.

An employee engagement survey is a great starting place forssilayethis issue. Many consulting firms

offer such surveys, but you can also create and conduct one on your own. They typically gauge opinions
on management, direct supervisors;workers, employeemployee communication, opportunities for
advancement, jo characteristics and HR policies. Consider asking new employees to complete the survey
after 90 days of employment, once they have a chance to form opinions.

By identifying areas that are hindering emplogagagementyour company can focus anproving

those areas so it can move toward a more productive and profitable workforce. Engaging early and often
in the onboarding process can get new hires accustomed to having dialogues with their managers. This
open communication can pay off hugely ardphencourage employees to speak up when they have
concerns. If engagement is ignored during onboarding, employees may be less likely to speak up down
the road.
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Conclusion

Although it can be complex and confusing, the hiring process is vital to thd suecalss of your
organization. Finding the right employees while meeting all of your compliance obligations can be a
difficult task, but following a formal hiring process can help mitigsie

With the guidelines provided in this toolkit, your organaratan work toward bolstering or formalizing
your hiring proces®8elow you will find aextensive appendix with helpful resources and sample forms to
help you get started.

As previously mentionedhistoolkit is intended foinformational use onlgnddoes not cover
compliance or legal obligations that might be specific to your company. For more informayiaur on
complianceobligationsor any of the business topics within this toolkit, contact Ohio Plan.




Appendix A

Speak with Ohio Plan if you have any questions about these resources. Note that some sections may
require customization.

Printing Help
There are many printable resources in this appendix. Please follomsthections below if you need
help printing individual pages.

1. / K22aS (GKS Gt NAy(G¢ 2LIWGA2y FTNRBY GKS aCAft

2. ' YRSNJ GKS a{SdhdAy3aas 2LIWA2yzT OtA0] 2y i
R2gYy YSydzd {St SO0 &/ dza inanier rargd ywuinould like R préy/
2N SYGSNJ GKS LI 3S ydzYoSNJ NIX y3IS e2dz ¢2dz

3./ tA01 Gt NRAYyGPE C2NJ Y2NB Ay T b suppdrypIge LKt
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https://support.office.com/en-us/article/Print-a-document-in-Word-591022c4-53e3-4242-95b5-58ca393ba0ee

Basic Employment Information
Please complete this reference form for your employee file.

Employee Information

Full Name: Birth Date:
Address:

Main Phone: PersonaEmail

Social Security Number: Marital Status:

{L2dzasSQa bl YSY Yoy yv PPy Py yy
{L2dzasSQa 9YLX 28 SNY ¢y yyLhapdpapSpauap YyrpapyhSivp Yy g ¢ |

Jobinformation

Job Title: Supervisor:
Work Location: EMdairk

Work Phone:

Start Date: Salary:

Dependent Informatioi~or Insurance Purposes Only)

Name of Dependent Relationship to Employee
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Employment Eligibility Verification USCIS

Department of Homeland Security Form I-9

s : s : OMB No. 1615-0047
U.S. Citizenship and Immigration Services Expires 08/31/2019

P START HERE: Read instructions carefully before completing this form. The instructions must be available, either in paper or electronically,
during completion of this form. Employers are liable for errors in the completion of this form.

ANTI-DISCRIMINATION NOTICE: It is illegal to discriminate against work-authorized individuals. Employers CANNOT specify which
document(s) an employee may present to establish employment authorization and identity. The refusal to hire or continue to employ
an individual because the documentation presented has a future expiration date may also constitute illegal discrimination.

Section 1. Employee Information and Attestation (Employees must complete and sign Section 1 of Form I-9 no later
than the first day of employment, but not before accepting a job offer.)

Last Name (Family Name) First Name (Given Name) Middle Initial Other Last Names Used (if any)
Address (Street Number and Name) Apt. Number City or Town State ZIP Code
Date of Birth (mm/dd/yyyy) U.S. Social Security Number Employee's E-mail Address Employee's Telephone Number

| am aware that federal law provides for imprisonment and/or fines for false statements or use of false documents in
connection with the completion of this form.

| attest, under penalty of perjury, that | am (check one of the following boxes):

[_] 1. Acitizen of the United States
D 2. A noncitizen national of the United States (See instructions)

|:| 3. A lawful permanent resident  (Alien Registration Number/USCIS Number):

D 4. An alien authorized to work until (expiration date, if applicable, mm/dd/yyyy):
Some aliens may write "N/A" in the expiration date field. (See instructions)

Aliens authorized to work must provide only one of the following document numbers to complete Form I-9: Do ﬁst?,;’:::]fm:’g;ace
An Alien Registration Number/USCIS Number OR Form 1-94 Admission Number OR Foreign Passport Number.

1. Alien Registration Number/USCIS Number:
OR

2. Form 1-94 Admission Number:

OR

3. Foreign Passport Number:

Country of Issuance:

Signature of Employee Today's Date (mm/dd/yyyy)

Preparer and/or Translator Certification (check one):
[:| | did not use a preparer or translator. D A preparer(s) and/or translator(s) assisted the employee in completing Section 1.
(Fields below must be completed and signed when preparers and/or translators assist an employee in completing Section 1.)

| attest, under penalty of perjury, that | have assisted in the completion of Section 1 of this form and that to the best of my
knowledge the information is true and correct.

Signature of Preparer or Translator

Today's Date (mm/dd/yyyy)

Last Name (Family Name) First Name (Given Name)

Address (Street Number and Name) City or Town State ZIP Code

@ Employer Completes Next Page @

Form 1-9 07/17/17 N Page 1 of 3



Employment Eligibility Verification USCIS

Department of Homeland Security Form I-9

B . . : OMB No. 1615-0047
U.S. Citizenship and Immigration Services Expires 08/31/2019

Section 2. Employer or Authorized Representative Review and Verification

(Employers or their authorized representative must complete and sign Section 2 within 3 business days of the employee's first day of employment. You
must physically examine one document from List A OR a combination of one document from List B and one document from List C as listed on the "Lists
of Acceptable Documents.")

. Last Name (Family Name) First Name (Given Name) M.l. | Citizenship/Immigration Status
Employee Info from Section 1
List A OR List B AND List C
Identity and Employment Authorization Identity Employment Authorization
Document Title Document Title Document Title
Issuing Authority Issuing Authority Issuing Authority
Document Number Document Number Document Number
Expiration Date (if any)(mm/dd/yyyy) Expiration Date (if any)(mm/dd/yyyy) Expiration Date (if any)(mm/dd/yyyy)

Document Title

Issuing Authority Additional Information N T e

Document Number

Expiration Date (if any)(mm/dd/yyyy)

Document Title

Issuing Authority

Document Number

Expiration Date (if any)(mm/dd/yyyy)

Certification: | attest, under penalty of perjury, that (1) | have examined the document(s) presented by the above-named employee,

(2) the above-listed document(s) appear to be genuine and to relate to the employee named, and (3) to the best of my knowledge the
employee is authorized to work in the United States.

The employee's first day of employment (mm/dd/yyyy): (See instructions for exemptions)

Signature of Employer or Authorized Representative Today's Date (mm/dd/yyyy) Title of Employer or Authorized Representative

Last Name of Employer or Authorized Representative | First Name of Employer or Authorized Representative | Employer's Business or Organization Name

Employer's Business or Organization Address (Street Number and Name) | City or Town State ZIP Code

Section 3. Reverification and Rehires (To be completed and signed by employer or authorized representative.)

A. New Name (if applicable) B. Date of Rehire (if applicable)
Last Name (Family Name) First Name (Given Name) Middle Initial Date (mm/dd/yyyy)

C. If the employee's previous grant of employment authorization has expired, provide the information for the document or receipt that establishes
continuing employment authorization in the space provided below.

Document Title Document Number Expiration Date (if any) (mm/dd/yyyy)

| attest, under penalty of perjury, that to the best of my knowledge, this employee is authorized to work in the United States, and if
the employee presented document(s), the document(s) | have examined appear to be genuine and to relate to the individual.

Signature of Employer or Authorized Representative Today's Date (mm/dd/yyyy) Name of Employer or Authorized Representative

Form I-9 07/17/17 N Page 2 of 3




LISTS OF ACCEPTABLE DOCUMENTS
All documents must be UNEXPIRED

Employees may present one selection from List A
or a combination of one selection from List B and one selection from List C.

State or outlying possession of the
United States provided it contains a
photograph or information such as
name, date of birth, gender, height, eye
color, and address

2. Permanent Resident Card or Alien
Registration Receipt Card (Form 1-551)

3. Foreign passport that contains a
temporary 1-5651 stamp or temporary

I-651 printed notation on a machine- 2. ID card issued by federal, state or local
readable immigrant visa government agencies or entities,
provided it contains a photograph or
information such as name, date of birth,
gender, height, eye color, and address

4. Employment Authorization Document
that contains a photograph (Form

LISTA LISTB LISTC
Documents that Establish Documents that Establish Documents that Establish
Both Identity and Identity Employment Authorization
Employment Authorization OR AND
1. U.S. Passport or U.S. Passport Card 1. Driver's license or ID card issued by a . A Social Security Account Number

card, unless the card includes one of
the following restrictions:

(1) NOT VALID FOR EMPLOYMENT

(2) VALID FOR WORK ONLY WITH
INS AUTHORIZATION

(3) VALID FOR WORK ONLY WITH
DHS AUTHORIZATION

Certification of report of birth issued
by the Department of State (Forms
DS-1350, FS-545, FS-240)

Original or certified copy of birth
certificate issued by a State,
county, municipal authority, or
territory of the United States
bearing an official seal

Native American tribal document

I-766)
3. School ID card with a photograph
5. For a nonimmigrant alien authorized
to work for a specific employer 4. Voter's registration card
because of his or her status: —
) 5. U.S. Military card or draft record
a. Foreign passport; and
b. Form 1-94 or Form |-94A that has 8- Miltsty dopsndents 1D card
the following: 7. U.S. Coast Guard Merchant Mariner
(1) The same name as the passport; Card
d
o 8. Native American tribal document

(2) An endorsement of the alien's

U.S. Citizen ID Card (Form 1-197)

nonimmigrant status as long as 9. Driver's license issued by a Canadian
that period of endorsement has government authority

not yet expired and the
proposed employment is not in
conflict with any restrictions or
limitations identified on the form.

For persons under age 18 who are
unable to present a document
listed above:

Identification Card for Use of
Resident Citizen in the United
States (Form 1-179)

6. Passport from the Federated States of

Micronesia (FSM) or the Republic of 10. School record or report card

the Marshall Islands (RMI) with Form 11. Clinic, doctor, or hospital record

I-94 or Form |-94A indicating
nonimmigrant admission under the
Compact of Free Association Between
the United States and the FSM or RMI

12. Day-care or nursery school record

Employment authorization
document issued by the
Department of Homeland Security

Examples of many of these documents appear in Part 13 of the Handbook for Employers (M-274).

Refer to the instructions for more information about acceptable receipts.

Form I-9 07/17/17 N

Page 3 of 3




Form W-4 (2019)

Future developments. For the latest
information about any future developments
related to Form W-4, such as legislation
enacted after it was published, go to
www.irs.gov/FormW4.

Purpose. Complete Form W-4 so that your
employer can withhold the correct federal
income tax from your pay. Consider
completing a new Form W-4 each year and
when your personal or financial situation
changes.

Exemption from withholding. You may
claim exemption from withholding for 2019
if both of the following apply.

* For 2018 you had a right to a refund of all
federal income tax withheld because you
had no tax liability, and

* For 2019 you expect a refund of all
federal income tax withheld because you
expect to have no tax liability.

If you’re exempt, complete only lines 1, 2,
3, 4, and 7 and sign the form to validate it.
Your exemption for 2019 expires February
17, 2020. See Pub. 505, Tax Withholding
and Estimated Tax, to learn more about
whether you qualify for exemption from
withholding.

General Instructions

If you aren’t exempt, follow the rest of
these instructions to determine the number
of withholding allowances you should claim
for withholding for 2019 and any additional
amount of tax to have withheld. For regular
wages, withholding must be based on
allowances you claimed and may not be a
flat amount or percentage of wages.

You can also use the calculator at
www.irs.gov/W4App to determine your
tax withholding more accurately. Consider

o W=4

Department of the Treasury
Internal Revenue Service

using this calculator if you have a more
complicated tax situation, such as if you
have a working spouse, more than one job,
or a large amount of nonwage income not
subject to withholding outside of your job.
After your Form W-4 takes effect, you can
also use this calculator to see how the
amount of tax you're having withheld
compares to your projected total tax for
2019. If you use the calculator, you don’t
need to complete any of the worksheets for
Form W-4.

Note that if you have too much tax
withheld, you will receive a refund when you
file your tax return. If you have too little tax
withheld, you will owe tax when you file your
tax return, and you might owe a penalty.

Filers with multiple jobs or working
spouses. If you have more than one job at
a time, or if you’re married filing jointly and
your spouse is also working, read all of the
instructions including the instructions for
the Two-Earners/Multiple Jobs Worksheet
before beginning.

Nonwage income. If you have a large
amount of nonwage income not subject to
withholding, such as interest or dividends,
consider making estimated tax payments
using Form 1040-ES, Estimated Tax for
Individuals. Otherwise, you might owe
additional tax. Or, you can use the
Deductions, Adjustments, and Additional
Income Worksheet on page 3 or the
calculator at www.irs.gov/W4App to make
sure you have enough tax withheld from
your paycheck. If you have pension or
annuity income, see Pub. 505 or use the
calculator at www.irs.gov/W4App to find
out if you should adjust your withholding
on Form W-4 or W-4P.

Nonresident alien. If you're a nonresident
alien, see Notice 1392, Supplemental Form
W-4 Instructions for Nonresident Aliens,
before completing this form.

Separate here and give Form W-4 to your employer. Keep the worksheet(s) for your records.

Employee’s Withholding Allowance Certificate

» Whether you're entitled to claim a certain number of allowances or exemption from withholding is
subject to review by the IRS. Your employer may be required to send a copy of this form to the IRS.

Specific Instructions

Personal Allowances Worksheet

Complete this worksheet on page 3 first to
determine the number of withholding
allowances to claim.

Line C. Head of household please note:
Generally, you may claim head of household
filing status on your tax return only if you're
unmarried and pay more than 50% of the
costs of keeping up a home for yourself and
a qualifying individual. See Pub. 501 for
more information about filing status.

Line E. Child tax credit. When you file your
tax return, you may be eligible to claim a
child tax credit for each of your eligible
children. To qualify, the child must be under
age 17 as of December 31, must be your
dependent who lives with you for more than
half the year, and must have a valid social
security number. To learn more about this
credit, see Pub. 972, Child Tax Credit. To
reduce the tax withheld from your pay by
taking this credit into account, follow the
instructions on line E of the worksheet. On
the worksheet you will be asked about your
total income. For this purpose, total income
includes all of your wages and other
income, including income earned by a
spouse if you are filing a joint return.

Line F. Credit for other dependents.
When you file your tax return, you may be
eligible to claim a credit for other
dependents for whom a child tax credit
can't be claimed, such as a qualifying child
who doesn’t meet the age or social
security number requirement for the child
tax credit, or a qualifying relative. To learn
more about this credit, see Pub. 972. To
reduce the tax withheld from your pay by
taking this credit into account, follow the
instructions on line F of the worksheet. On
the worksheet, you will be asked about
your total income. For this purpose, total

OMB No. 1545-0074

2019

1 Your first name and middle initial Last name 2 Your social security number
Home address (number and street or rural route) 3 []single [ JMarried [ _]Married, but withhold at higher Single rate.
Note: If married filing separately, check “Married, but withhold at higher Single rate.”
City or town, state, and ZIP code 4 If your last name differs from that shown on your social security card,
check here. You must call 800-772-1213 for a replacement card. P E]
5  Total number of allowances you're claiming (from the applicable worksheet on the following pages) . . . . 5

(=]

Additional amount, if any, you want withheld from each paycheck 3
7 | claim exemption from withholding for 2019, and | certify that | meet both of the followmg condmons for exemptlon
¢ Last year | had a right to a refund of all federal income tax withheld because | had no tax liability, and
 This year | expect a refund of all federal income tax withheld because | expect to have no tax liability.

If you meet both conditions, write “Exempt” here .

6 |$

> 7]

Under penalties of perjury, | declare that | have examined this certnfucate and to the best of my knowledge and belief, it is true, correct, and complete.

Employee’s signature
(This form is not valid unless you sign it.) »

Date »

8 Employer's name and address (Employer: Complete boxes 8 and 10 if sending to IRS and complete
boxes 8, 9, and 10 if sending to State Directory of New Hires.)

9 First date of
employment

10 Employer identification
number (EIN)

For Privacy Act and Paperwork Reduction Act Notice, see page 4.

Cat. No. 10220Q

Form W-4 (2019)



Form W-4 (2019)

Page 2

income includes all of your wages and
other income, including income earned by
a spouse if you are filing a joint return.

Line G. Other credits. You may be able to
reduce the tax withheld from your
paycheck if you expect to claim other tax
credits, such as tax credits for education
(see Pub. 970). If you do so, your paycheck
will be larger, but the amount of any refund
that you receive when you file your tax
return will be smaller. Follow the
instructions for Worksheet 1-6 in Pub. 505
if you want to reduce your withholding to
take these credits into account. Enter “-0-"
on lines E and F if you use Worksheet 1-6.

Deductions, Adjustments, and
Additional Income Worksheet

Complete this worksheet to determine if
you'’re able to reduce the tax withheld from
your paycheck to account for your itemized
deductions and other adjustments to
income, such as IRA contributions. If you
do so, your refund at the end of the year
will be smaller, but your paycheck will be
larger. You're not required to complete this
worksheet or reduce your withholding if
you don’t wish to do so.

You can also use this worksheet to figure
out how much to increase the tax withheld
from your paycheck if you have a large
amount of nonwage income not subject to
withholding, such as interest or dividends.

Another option is to take these items into
account and make your withholding more
accurate by using the calculator at
www.irs.gov/W4App. If you use the
calculator, you don’t need to complete any
of the worksheets for Form W-4.

Two-Earners/Multiple Jobs
Worksheet
Complete this worksheet if you have more

than one job at a time or are married filing
jointly and have a working spouse. If you

don’t complete this worksheet, you might
have too little tax withheld. If so, you will
owe tax when you file your tax return and
might be subject to a penalty.

Figure the total number of allowances
you're entitled to claim and any additional
amount of tax to withhold on all jobs using
worksheets from only one Form W-4. Claim
all allowances on the W-4 that you or your
spouse file for the highest paying job in
your family and claim zero allowances on
Forms W-4 filed for all other jobs. For
example, if you earn $60,000 per year and
your spouse earns $20,000, you should
complete the worksheets to determine
what to enter on lines 5 and 6 of your Form
W-4, and your spouse should enter zero
(“-0-") on lines 5 and 6 of his or her Form
W-4. See Pub. 505 for details.

Another option is to use the calculator at
www.irs.gov/W4App to make your
withholding more accurate.

Tip: If you have a working spouse and your
incomes are similar, you can check the
“Married, but withhold at higher Single
rate” box instead of using this worksheet. If
you choose this option, then each spouse
should fill out the Personal Allowances
Worksheet and check the “Married, but
withhold at higher Single rate” box on Form
W-4, but only one spouse should claim any
allowances for credits or fill out the
Deductions, Adjustments, and Additional
Income Worksheet.

Instructions for Employer

Employees, do not complete box 8, 9, or
10. Your employer will complete these
boxes if necessary.

New hire reporting. Employers are
required by law to report new employees to
a designated State Directory of New Hires.
Employers may use Form W-4, boxes 8, 9,

and 10 to comply with the new hire
reporting requirement for a newly hired
employee. A newly hired employee is an
employee who hasn’t previously been
employed by the employer, or who was
previously employed by the employer but
has been separated from such prior
employment for at least 60 consecutive
days. Employers should contact the
appropriate State Directory of New Hires to
find out how to submit a copy of the
completed Form W-4. For information and
links to each designated State Directory of
New Hires (including for U.S. territories), go
to www.acf.hhs.gov/css/employers.

If an employer is sending a copy of Form
W-4 to a designated State Directory of
New Hires to comply with the new hire
reporting requirement for a newly hired
employee, complete boxes 8, 9, and 10 as
follows.

Box 8. Enter the employer’s name and
address. If the employer is sending a copy
of this form to a State Directory of New
Hires, enter the address where child
support agencies should send income
withholding orders.

Box 9. If the employer is sending a copy of
this form to a State Directory of New Hires,
enter the employee’s first date of
employment, which is the date services for
payment were first performed by the
employee. If the employer rehired the
employee after the employee had been
separated from the employer’s service for
at least 60 days, enter the rehire date.

Box 10. Enter the employer’s employer
identification number (EIN).



Form W-4 (2019)

Page 3

Personal Allowances Worksheet (Keep for your records.)

Enter “1” for yourself ;
Enter “1” if you will file as married f|||ng |0|ntly
Enter “1” if you will file as head of household . ;
¢ You're single, or married filing separately, and have only one ]Ob or
Enter “1” if: { ® You're married filing jointly, have only one job, and your spouse doesn’t work; or

* Your wages from a second job or your spouse’s wages (or the total of both) are $1,500 or less.

Child tax credit. See Pub. 972, Child Tax Credit, for more information.

* |f your total income will be less than $71,201 ($103,351 if married filing jointly), enter “4” for each eligible child.
e |f your total income will be from $71,201 to $179,050 ($103,351 to $345,850 if married filing jointly), enter “2” for each

eligible child.

* If your total income will be from $179,051 to $200,000 ($345,851 to $400,000 if married filing jointly), enter “1” for

each eligible child.
« |f your total income will be higher than $200,000 ($400,000 if married filing jointly), enter “-0-"
Credit for other dependents. See Pub. 972, Child Tax Credit, for more information.

* |f your total income will be less than $71,201 ($103,351 if married filing jointly), enter “1” for each eligible dependent.
« If your total income will be from $71,201 to $179,050 ($103,351 to $345,850 if married filing jointly), enter “1” for every

two dependents (for example, “-0-" for one dependent, “1” if you have two or three dependents, and “2” if you have

four dependents).
o |f your total income will be higher than $179,050 ($345,850 if married filing jointly), enter “-0-"

Other credits. If you have other credits, see Worksheet 1-6 of Pub. 505 and enter the amount from that worksheet

here. If you use Worksheet 1-6, enter “-0-" on lines E and F
Add lines A through G and enter the total here

. >

« If you plan to itemize or claim adjustments to income and want to reduce your withholding, or if you
have a large amount of nonwage income not subject to withholding and want to increase your withholding,

For accuracy, see the Deductions, Adjustments, and Additional Income Worksheet below.

complete all « If you have more than one job at a time or are married filing jointly and you and your spouse both
worksheets work, and the combined earnings from all jobs exceed $53,000 ($24,450 if married filing jointly), see the

that apply. Two-Earners/Multiple Jobs Worksheet on page 4 to avoid having too little tax withheld.

« |f neither of the above situations applies, stop here and enter the number from line H on line 5 of Form

W-4 above.

Deductions, Adjustments, and Additional Income Worksheet

»H

o ~NO O

10

Note:

Use this worksheet only if you plan to itemize deductions, claim certain adjustments to income, or have a large amount of nonwage

income not subject to withholding.

Enter an estimate of your 2019 itemized deductions. These include qualifying home mortgage interest,
charitable contributions, state and local taxes (up to $10,000), and medical expenses in excess of 10% of
your income. See Pub. 505 for details

$24,400 if you're married filing jointly or quahfylng W|dow(er)
Enter: $18,350 if you're head of household

$12,200 if you're single or married filing separately
Subtract line 2 from line 1. If zero or less, enter “-0-" i3
Enter an estimate of your 2019 adjustments to income, quallfled busmess income deductnon and any
additional standard deduction for age or blindness (see Pub. 505 for information about these items) .
Add lines 3 and 4 and enter the total ;
Enter an estimate of your 2019 nonwage income not subject to wnthholdlng (such as dlwdends or mterest)
Subtract line 6 from line 5. If zero, enter “-0-". If less than zero, enter the amount in parentheses
Divide the amount on line 7 by $4,200 and enter the result here. If a negative amount, enter in parentheses
Drop any fraction .
Enter the number from the Personal Allowances Worksheet, line H, above

Add lines 8 and 9 and enter the total here. If zero or less, enter “-0-". If you plan to use the Two-Earners/
Multiple Jobs Worksheet, also enter this total on line 1 of that worksheet on page 4. Otherwise, stop here
and enter this total on Form W-4, line 5, page 1

© ® N O o s
&P |P|er

10
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Two-Earners/Multiple Jobs Worksheet

Note: Use this worksheet only if the instructions under line H from the Personal Allowances Worksheet direct you here.

1  Enter the number from the Personal Allowances Worksheet, line H, page 3 (or, if you used the
Deductions, Adjustments, and Additional Income Worksheet on page 3, the number from line 10 of that
worksheet) i o3 F 1
2  Find the number in Table 1 below that applles to the LOWEST paying ]Ob and enter it here. However, if you're
married filing jointly and wages from the highest paying job are $75,000 or less and the combined wages for
you and your spouse are $107,000 or less, don't enter more than “3” . : ¥ % m s . 2
3 Ifline 1 is more than or equal to line 2, subtract line 2 from line 1. Enter the result here (|f zero, enter “-0-")
and on Form W-4, line 5, page 1. Do not use the rest of this worksheet . 3
Note: If line 1 is less than line 2, enter “-0-" on Form W-4, line 5, page 1. Complete lines 4 through 9 below to
figure the additional withholding amount necessary to avoid a year-end tax bill.
4  Enter the number from line 2 of this worksheet . . . . . . . . . . . 4
5  Enter the number from line 1 of this worksheet . . . . . . . . . . . 5
6  Subtractline 5 fromline 4 . 6
7  Find the amount in Table 2 below that applles to the HIGHEST paying jOb and enter it here 79
8  Multiply line 7 by line 6 and enter the result here. This is the additional annual withholding needed 8 $
9 Divide line 8 by the number of pay periods remaining in 2019. For example, divide by 18 if you're paid every
2 weeks and you complete this form on a date in late April when there are 18 pay periods remaining in
2019. Enter the result here and on Form W-4, line 6, page 1. This is the additional amount to be withheld
from each paycheck 9 $
Table 1 Table 2
Married Filing Jointly All Others Married Filing Jointly All Others
If wages from LOWEST Enter on If wages from LOWEST Enter on If wages from HIGHEST | Enter on If wages from HIGHEST | Enter on
paying job are— line 2 above | paying job are— line 2 above | paying job are— line 7 above | paying job are— line 7 above
$0 - $5,000 0 $0 - $7,000 0 $0 - $24,900 $420 $0 - $7,200 $420
5,001 - 9,500 1 7,001 - 13,000 1 24,901 - 84,450 500 7,201 - 36,975 500
9,501 - 19,500 2 13,001 - 27,500 2 84,451 - 173,900 910 36,976 - 81,700 910
19,501 - 35,000 3 27,501 - 32,000 3 173,901 - 326,950 1,000 81,701 - 158,225 1,000
35,001 - 40,000 4 32,001 - 40,000 4 326,951 - 413,700 1,330 158,226 - 201,600 1,330
40,001 - 46,000 5 40,001 - 60,000 5 413,701 - 617,850 1,450 201,601 - 507,800 1,450
46,001 - 55,000 6 60,001 - 75,000 6 617,851 and over 1,540 507,801 and over 1,540
55,001 - 60,000 7 75,001 - 85,000 7
60,001 - 70,000 8 85,001 - 95,000 8
70,001 - 75,000 9 95,001 - 100,000 9
75,001 - 85,000 10 100,001 - 110,000 10
85,001 - 95,000 1 110,001 - 115,000 11
95,001 - 125,000 12 115,001 - 125,000 12
125,001 - 155,000 13 125,001 - 135,000 13
155,001 - 165,000 14 135,001 - 145,000 14
165,001 - 175,000 15 145,001 - 160,000 15
175,001 - 180,000 16 160,001 - 180,000 16
180,001 - 195,000 17 180,001 and over 17
195,001 - 205,000 18
205,001 and over 19

Privacy Act and Paperwork Reduction
Act Notice. We ask for the information on
this form to carry out the Internal Revenue
laws of the United States. Internal Revenue
Code sections 3402(f)(2) and 6109 and
their regulations require you to provide this
information; your employer uses it to
determine your federal income tax
withholding. Failure to provide a properly
completed form will result in your being
treated as a single person who claims no
withholding allowances; providing
fraudulent information may subject you to
penalties. Routine uses of this information
include giving it to the Department of
Justice for civil and criminal litigation; to

cities, states, the District of Columbia, and
U.S. commonwealths and possessions for
use in administering their tax laws; and to
the Department of Health and Human
Services for use in the National Directory of
New Hires. We may also disclose this
information to other countries under a tax
treaty, to federal and state agencies to
enforce federal nontax criminal laws, or to
federal law enforcement and intelligence
agencies to combat terrorism.

You aren’t required to provide the
information requested on a form that’s
subject to the Paperwork Reduction Act
unless the form displays a valid OMB
control number. Books or records relating

to a form or its instructions must be
retained as long as their contents may
become material in the administration of
any Internal Revenue law. Generally, tax
returns and return information are
confidential, as required by Code section
6103.

The average time and expenses required
to complete and file this form will vary
depending on individual circumstances.
For estimated averages, see the
instructions for your income tax return.

If you have suggestions for making this
form simpler, we would be happy to hear
from you. See the instructions for your
income tax return.




Direct Deposit Form

Please print and complete all the information below.

Name:

Street Address:
City, State, ZIP:

194 Mot Street 0259
MA 02345
Date
e S
Dollars

/

9 digit Account Check
Routing Number Number
Number  (1-17 digits) (do not include)

Name of Bank:

Account Number:

9-digit Routing Number:

Amount: [1$ Ol % or [l Entire Paycheck

Type of Account: Checking SavinggCircle One)
Please attach a voided check for each bank account to which funds should be deposited.

is hereby authorized to directly deposit my pay to the account listed above. This zatthonwill
remain in effect until | modify or cancel it in writing.

Employee Signature Date

39




New Employee Announcement

Dear [nsert department namle

| ampleasedo announcethatf Yy a SNIi y S ¢ S ldhiggeaSiatjob tiflé of riew
employed beginning ipsert start dat¢ Please extend a warm welcome to our new colleague and do
whatever you can to makefgert namé feel at home

During the onboarding processn§ert mentor namgwill be assigned as a mentor ingdert namég. Of
course, help is welcomed from everyone. Please make a point of introducing yourself and welcoming
[insert naméto the team.

Sincerely,

[LY&SNI adrhdS NIDA &2NRa Y
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Employee Emergency Contact Form

Employee Name

Primary Phone Number: PrigmaaylAddress:

Full Address:

In Case of Emergency

Primary Contact Name

Relationship to Employee:

Primary Phone Number: Alternate Phone Number:

Secondary Contact Name

Relationship to Employee:

Primary Phone Number: Alternate Phone Number:

Primary Physician Name or Preferred Hospital:

Primary Phone Number:

Full Address:

41




Employee Referral Form
Referral Guidelines
1. To refer a candidate for a position within tt@mpany, you must fill out this form, attach a copy
2F GKS OFYyRARFG$SQa NBFBadzy Shumghkesogrees. I LILX A OF GA2Y S

2. To be eligible for a referral bonus, the candidate you refer must not already work for the
Company, and must not have alredmien sourced by theompany.

3. If the candidate you refer is hired, you will receive a referral bonuissef{ amoun} [insert
number of daypdays after the referred candidate begins work for the Company. Both you and
the referred candidate must be empked by thecompany on the payout dateif this is not the
case, the referral bonus will not be paid.

4. Employees involved in the hiring decision for a position are not eligible to collect referral bonuses
for that position €.g.,recruitersandhiring managers).

5. Only one employee can receive a referral bonus for each candidaeltiple employees refer
the same candidate, the referral bonus will be given to the first employee to refer that person.

Employee Information

Employee Name: Date:
Department: Employee ID Number:
Email Address: Phone Number:

Referral liormation

Candidate Name:

Position Referred For:

Email Address: Phone Number:

Briefly explain why this candidate is qualified for this position:

Date received

Interviewed?”No | Yes

Hired?No | Yeg If so, award date:
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Receipt of Employee Handbook

| acknowledge that | have received a copy of Employee Handbook. | agree to read it thoroughly,
including the statements describing the purpose and effect of the handbook.

I understand that this handbook is designed to introduce employees to the organization, familiarize them
with Company policiesygvide general guidelines on work rules, disciplinary procedures and other issues
related to employment with , and to help answer many of the questions that may arise in connection with
employment at .

I understand that this handbook and any other prowisicontained in it do not constitute a guarantee of

SYLX 2eayYS8Syid 2N Iy SyLit2eYSyid O2yidNI OGEA {SIELINSWLI 28NS N
and as such, employment with is not for a fixed term or definite period and may be terminateavadk the

of either party, with or without cause, and without prior notice. No supervisor or other representative of

the company (excephe president in writing) has the authority to enter into any agreement of

employment for any specified periodtohe, or to make any agreement contrary to the above.

In addition, | understand that this handbook states policies and practices are in effect on the date of
publication. | understand that nothing contained in the handbook may be construed as promising future
benefits or a binding contract with for benefitsfor any other purpose. Personnel policies are applied at

the discretion of . reserves the right to change, withdraw, apply or amend any of our policies or benefits,
including those covered in this handbook, at any time. may notify employees ohange< via email,

by postingonthe2 YLJ ye Qa AYUGUNI ySG>X LRNIFE 2N 6S0aAiSs 2N ¢
reprinting of this handbook, but may, in its discretion, make such changes at any time, with or without

notice and without a writtenavision of this handbook.

By signing below, | acknowledge that | have received a copy of the Employee Handbook, and |
understand that it is my responsibility to read and comply with the policies contained within it and any
revisions made to it. Furthermmy| acknowledge that | am employed at will and that this handbook is
neither a contract of employment nor a legal document.

Signature Date

Please print your full name

Please sign and date one copy of this notice, and then return it to Human Resources. Retain a second copy for your reference.
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Job Offer Form

[Insert first namg[Insert last namp
[Insert home addre$s
[Insert city, state and ZIP

Dear FHrst namé:

We are excited to extend an offer of employment with our organizatioingesjob titld. Your base
salary will be at an annualized rate ah$grt amounf per year. In addition, you will be eligible &or
$[insert amountannual bonus, based upon the achievement of mutually agreed upon goals to be
determined.

You will be eligible for our benefit program offered to our employees effeatser{datd. You
previously received a summary of the employeedfi¢ program along with a detailed position
description.

We are excited about having you join our organization to contribute to the continued growth and
development of . Please return this form itasert contact emdilby insert deadling If you have ay
guestions in the meantime, you may contact usregdrt contact informatioh

By signing below, you agree to the terms listed above and acknowledge that you have read and
dzy RSNEGF YR @2dzNJ LRaAdAz2yQa RSAONALIIAZYy ®

Signature Date
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Time Off Request Form

Employees of must submit their time off requests for approval at lieast{ amount of timgin
advance. Time off may be taken in full daysnseft numbel-hourincrements.

Employee Name

Supervisor Name

Department

Requested Date(s) Total Number of Hours

Reason for Time Off

The section below is for supervisors only.

Is thistime offrequest approved?

O Yes O No

Supervisor Signature Date
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Life Event Form

Employee Name

Phone Number

Job Title

Employee ID Number

What type of life event is this?

O

O

O

O

O

Marriage a
Death in family O
Retirement a
Spouse loss of other coverag O

Change in insurance coverag O

When will this life event take place?

Birth/adoption of a child
FMLA

Beneficiary change
Error correction

Other (specify):

O O O Od

Divorce/annulment
Dependent loss of eligibilit
New hire

Beneficiary class change

Comments

| hereby certify that the information provided abovadsurate.

EmployeeSignature

Date
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Onboarding Scorecard

Low risk.Contact Ohio Plan to confirm:®

Medium risk.Contact Ohio Plan today:14
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High risk.Contact Ohio Plan today: 42


































