
Hiring and Recruitment Best Practices

A n  H R  A d v i s o r  R e s o u r c e  o n  B e s t  P r a c t i c e s  i n  y o u r  H i r i n g  P r o c e s s e s



For Today’s Session

• Webinar will be recorded
• All Attendees will be placed on mute
• Questions may be input into the Questions Box 

within the GOTOWEBINAR
• Handouts are available
• Survey will be sent after the webinar



Your Presenter’s Today

Amy Miller Kyle Wade
• VP of Training

• Payroll Network/GovConPay
• VP of HR Services

• Payroll Network/GovConPay



Disclaimer

• The information provided by Payroll Network is for general 
information and educational purposes only, and is not a 
substitute for legal advice.



Topics Today
 Fair employment laws and company policy

 Writing and using job descriptions 

 Composing unbiased job advertisements

 Conducting nondiscriminatory interviews

 Choosing appropriate preemployment tests

 Checking and documenting references



Polling Question
M y co mpany has  e x pe r i e nce d a 

he avi e r  amo u nt o f  tu r no ve r  thi s  ye ar ?

This Photo by Unknown Author is licensed under CC BYThis Photo by Unknown Author is licensed under CC BY-SA-NC

https://www.choosehelp.com/topics/addiction-treatment/stop-smoking-marijuana-overcome-7-common-obstacles-to-change-1
https://creativecommons.org/licenses/by/3.0/
https://technofaq.org/posts/2016/10/4-ways-to-improve-your-computers-performance/
https://creativecommons.org/licenses/by-nc-sa/3.0/


#1

Why This Matters…

Hiring decisions are 
extremely 
important 

Good hiring 
practices reduce 

risks and promote 
organizational 

success

#2

Ill-advised 
decisions increase 
risks and hurt the 

organization

#3
Poor choices could 

expose you to 
lawsuits

#4



• Title VII of the Civil Rights Act of 1964

• Age Discrimination in Employment Act (ADEA)   

• Equal Pay Act 

• Americans with Disabilities Act (ADA)
Major Fair 
Employment 
Laws



Executive Order 11246

Pregnancy Discrimination Act

Immigration Reform and Control Act (IRCA)

Uniformed Services Employment and 
Reemployment Rights Act (USERRA)

Major Fair 
Employment 
Laws (con’t)



Enforcement

EEOC

State EEO agencies

State and federal courts



Know Your 
Rights Poster

R e v i s e d  1 0 / 2 0 / 2 0 2 2



Company Policy
E q u a l  E m p l o y m e n t  O p p o r t u n i t y     
O u r  g o a l :  T o  h i r e  t h e  b e s t  c a n d i d a t e s  
f o r  e a c h  j o b  s o l e l y  o n  t h e  b a s i s  o f  
q u a l i f i c a t i o n s



EEO Statement

(Em ploye r Na m e ) is  a n Equa l Opportunit y /  Affirm a t ive  Act ion e m ploye r 
com m it t e d  t o d ive rs it y in  t he  workp la ce . All qua lifie d  a pp lica nt s  will 
re ce ive  cons ide ra t ion for e m ploym e nt  without  re ga rd  t o ra ce , color, 
re lig ion, s e x, s e xua l orie nt a t ion, a ge , na t iona l orig in, d is a b ilit y, 
p rot e ct e d  ve t e ra n s t a tus , ge nde r ide nt it y or a ny othe r fa ctor p rot e ct e d  
by a pp lica b le  fe de ra l, s t a t e , or loca l la ws .
(Em ploye r Na m e ) is  com m it t e d  t o working  with a nd  p rovid ing  
re a sona b le  a ccom m oda t ions  t o ind ividua ls  with d is a b ilit ie s . If you ne e d  
a  re a sona b le  a ccom m oda t ion be ca use  of a  d is a b ilit y for a ny pa rt  of 
t he  e m ploym e nt  p roce s s , p le a se  ca ll # # # - # # # - # # # #  or s e nd  a n e - m a il 
t o e m a il@e m a il.com a nd  le t  us  know the  na ture  of your re que s t  a nd  
your cont a ct  inform a t ion.

mailto:email@email.com


Job Descriptions
 Write a job description for each 

position   
 Focus on qualifications   
 Specify essential job functions
 Set reasonable educational and 

experience requirements
 Be careful of physical requirements



Writing Job Postings

• Sell the job – it should be engaging, upbeat
• Make it shorter than a job description
• Include images or video
• Create links to Glassdoor or LinkedIn
Legal importance:
• Pay attention to your wording 

• Repairman vs. Repair Person
• Focus on job skills and responsibilities 
• Be careful with educational requirements.

Create templates for consistency.  



Polling Question
Do you have a Job Application 

form in place today?



The Job Application

• What you can include:
 Availability
 Job History
 Education / Professional Designations
 References
 Attestations
 At-Will Statement
 EEO Statement
 State Specific Notice Requirements



The Job Application

• The employment application should request only information directly related to an 
applicant's ability to perform a specific job.

• Avoid:
• Religion
• Disabled or has a medical condition
• Arrest Records, without appropriate disclaimers
• Year of Graduation from High School / College
• SSN *
• Marital or Familial Status
• Citizenship / Country of Origin
• Salary History
• Photograph
• Childcare Status
• Putting a background check acknowledgement on the employment application.

* Can at the time background check, when completing a Form W-4 or when enrolling the employee in a benefits plan.



Social Security 
Numbers

• Federal Law does not prohibit this
• Reasons of

• Identity Theft
• Privacy Concerns

• Some states have privacy laws 
around Social Security Numbers

This Photo by Unknown Author is licensed under CC BY-SA-NC

https://technofaq.org/posts/2018/08/what-to-do-if-your-social-security-card-is-stolen/
https://creativecommons.org/licenses/by-nc-sa/3.0/


Criminal Conviction 
Inquiries

• Several State and Local 
jurisdictions prohibit asking

• Ban the Box (Fair Chance Act)
• Must wait until after a conditional 

offer of employment has been 
made

*EEOC recommends avoiding asking



FCRA Notice

• Fair Credit Reporting Act (FCRA)
• Written consent to a background 

check before you can initiate such 
a check 

•Inform the candidate that they 
intend to run the background 
check
•Get the candidate’s permission



Interview 
Compliance



Nondiscriminatory Interviews

Write 
down your 
questions

Ask similar 
questions 

of all 
applicants

Describe 
the job 

objectively

All applicants should have a similar experience.

Focus on job 
requirements 
and company 

policies

Take notes of 
the 

conversation

Avoid 
stereotyping 

applicants



isolved Attract and Hire

• Manage the Hiring process 
• Job Posting templates
• Tracking applicants through the recruitment process
• Track candidate questions in interviews

• Multiple interviewers can utilize question templates

• Post jobs on multiple job boards
• Kick off Onboarding into isolved 
• Add-on features: Video Interviewing, background checks and drug 

screening
• Going Paperless - Electronic storage of applicant information



isolved Attract and Hire



Interview Notes

• Keep them factual
• No opinions or personal biases
• Job-related information only
• Keep notes on file for at least 1 year



Polling Question
W hat i s  a qu e s t i o n  yo u  

canno t as k i n an i nte r vi e w?

This Photo by Unknown Author is licensed under CC BY-NC-ND

https://www.hrbartender.com/2019/recruiting/candidate-experience-engaging-job-seekers/
https://creativecommons.org/licenses/by-nc-nd/3.0/


 Age
 Marital status
 Family
 Sexual orientation
 Health

Questions 
You Can’t Ask



 National origin
 Citizenship
 Disabilities
 Religion
 Criminal record

Questions 
You Can’t Ask



What You 
Can Say

 Legal right to work
 Language requirements
 Company policies
 Essential job duties
 Attendance expectations
 Military skills and experience



Reference Checks

• Inform the candidates upfront you check references
• Background checks must wait until after the offer is made 

to the candidate
• No job offer is made until references are checked
• Contact each reference given
• Document all information received

• Insufficient information
• Misrepresentations or material omissions

State Laws on References and Statements By Former Employers | Nolo

https://www.nolo.com/legal-encyclopedia/free-books/employee-rights-book/chapter9-6.html


Documenting 
References

List all references you’ve checked

Include the name of the person who made the contact

Note how the reference was contacted

List the name and title of everyone you contacted

File return letters and any records received

Keep all notes of your telephone conversations

Document unsuccessful efforts to contact references

Retain documentation for at least 1 year



Polling Question
Are you running background 

checks before making an offer?

This Photo by Unknown Author is licensed under CC BY-NC-ND

https://agselaw.com/job-search-101-prepare-for-a-background-check/
https://creativecommons.org/licenses/by-nc-nd/3.0/


Background Checks

• Have a written policy
• Define the nature and scope of the background check

• Are the screenings based on job role?
• Get written permission from applicants
• Comply with state laws and federal laws
• Treat everyone fairly and equally
• Use a reputable background check provider
• Evaluate criminal history on a case by case basis
• Applicant should have the opportunity to dispute or explain negative result
• Define if there will be post-hire monitoring

Do’s



Offer Letters
W h a t  s h o u l d  i t  i n c l u d e ?

• Position title
• Work Location
• Reporting structure
• Pay. Pay rate. Salaried or hourly.   

FLSA status. Frequency of pay.
• Note:  Not Annual Salary

• Incentive compensation, if 
applicable

• Proposed start date
• Details about orientation
• Whether it's full-time or part-time
• Shift information (if applicable)

 Benefit Information
 Contingencies

 Duration of the Offer
 Disclaimers



I-9 Information

• Are you using the correct form?
• Do not ask for specific documents or too much information
• Ensure you validate the information within 3 days of hire date.
• Are you collecting or photocopying the I-9 information?
• Remote hiring process
• Will you need to reverify at a specific date (expired documents)
• Ensure your document storage is appropriate and complete (paper 

or electronic)
• Know the retention requirements post termination



isolved and i-9 

• Tracking and Dashboards to stay compliant



Trends to include in getting best candidates

• Diversity and inclusion are 
crucial

• Remote working is here to stay
• Candidates leading the way
• Benefits and brand-building
• Evolving types of work
• Bigger emphasis on soft skills

• Use Social Media
• Make your Job Postings 

available online / mobile
• Employee Referral Programs
• Dynamic Job Descriptions
• Consider Past Candidates



 Fair employment laws prohibit discrimination in hiring

 Our policy reflects a strong commitment to equal 
employment opportunity

 Evaluate solely on job-related criteria 

 Focus on hiring the most qualified person

Key Points to 
Remember



Co n t in u e  to  vis it  o u r 
w e b s it e  fo r t ra in in g /b lo g  

p o s t s /w e b in a rs , e t c .

p a yro lln e tw o rk.c o m

s u p p o rt@ p a yro lln e tw o rk.c o m

h ra d vis o r@ p a yro lln e tw o rk.c o m

mailto:support@payrolnetwork.com
mailto:hradvisor@payrollnetwork.com




Employment Laws Resources

• Title VII of the Civil Rights Act of 1964 | U.S. Equal Employment Opportunity 
Commission (eeoc.gov)

• The Age Discrimination in Employment Act of 1967 | U.S. Equal Employment 
Opportunity Commission (eeoc.gov)

• The Equal Pay Act of 1963 | U.S. Equal Employment Opportunity Commission 
(eeoc.gov)

• Americans with Disabilities Act | U.S. Department of Labor (dol.gov)
• Executive Order 11246 – Equal Employment Opportunity | U.S. Department of 

Labor (dol.gov)
• FCRA – Summary of Rights:  

https://www.consumer.ftc.gov/sites/default/files/articles/pdf/pdf-0096-
fair-credit-reporting-act.pdf

https://www.eeoc.gov/statutes/title-vii-civil-rights-act-1964
https://www.eeoc.gov/statutes/age-discrimination-employment-act-1967
https://www.eeoc.gov/statutes/equal-pay-act-1963
https://www.dol.gov/general/topic/disability/ada
https://www.dol.gov/agencies/ofccp/executive-order-11246/ca-11246
https://www.consumer.ftc.gov/sites/default/files/articles/pdf/pdf-0096-fair-credit-reporting-act.pdf
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