NC LiteracyCorps ENGAGE Fair Hiring Practices Worksheet

Name of person completing form       

Site      
Date submitted       
Member(s) Selected/Date Interviewed/Reasons selected

Example:  Kathy Sikes     June 16, 2010   Significant volunteer experience, program management experience.

1.                                
2.                                
3.                    
     
Other applications reviewed 

Name/ Reason not selected (see list of reasons on the back of this page and use the corresponding letter in the box below.

Example:  Kathy Sikes    C

1.                   

2.             
3.             
4.             
5.             
6.             
7.              
8.              
9.              
10.                

11.               
12.               
13.                
14.                
15.                
By signing and submitting this form, I attest to the following:

_____Our agency reviewed all candidates who submitted complete applications. 
_____Our agency has a nondiscrimination policy and upheld that policy while considering which applicants to interview and select.

_____Our agency used the interview questions provided by SCALE with all applicants selected for interview.  (Please submit your interview notes for each of the selected candidates)

_____Our agency contacted at least two references provided by the applicant (please attach reference check documentation).             

Signature: ____________________________________________

Please print name__________________________________________

Reasons 

A – Withdrew Candidacy

B – Unavailable for Interview

C – Accepted another position

D – Not enough related experience

E – Did not meet advertised qualifications

F - Not prepared for interview

G – Declined Position

I – Other candidates had more relevant experience

J – Other (explain)

