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	The Basic Application 
 Make the Basic Application Form &   Other Critical Pre-Hiring Forms
 Work for You


Forms, forms, forms. Nobody likes them.  We don’t like filling them out and we especially don’t like inventing them, handing them out, reading them or filing them.  Yet nothing in this entire process is more important than a consistent paperwork trail.

However, if there is one part of the process that deserves special attention, it is the design and use of the Basic Application Form.  Why?  The application is the first and most important step in establishing an honest and productive working relationship.

If an applicant is willing to deceive a prospective employer on the application itself, imagine what he or she will lie about later.  A good, basic application form will let you close the loopholes that may lead to the hiring of a candidate that will later be regretted.  

Start with a Cover Sheet

An applicant verification cover sheet is designed to limit time and money wasted on candidates who would not wish to comply with a series of employers requests.  By setting the tone that a company takes the hiring process seriously, an employer can minimize a number of applicants they talk to and the amount of paperwork to be reviewed.  A serious job seeker will not be dissuaded by this cover sheet. But, that sharpie who already handed over his “customized” résumé doesn’t want to get caught.  

When the application process itself is professional, the integrity of the business is instantly perceived as “above board.”  The “people” can be friendly and congenial, but the paperwork is dead serious.  In other words, this is a great place to work but we don’t mess around.  

A Sample Applicant Cover Sheet Could Include…  

Opening Text:

“The employer is pleased to consider all qualified applicants.  In an effort to protect our business, customers, clients, and to provide a safe work environment, we have a strict acceptance process and pre-employment screening procedures.

“The forms listed below are required to be completed and the background elements listed will be conducted.  Please review them to insure your written permission will be granted prior to starting the application process.”  

· “The Application must have all entries completed, indicating ‘n/a’ where not applicable.  Incomplete forms will be rejected without further consideration.  

· “The Applicant Waiver Form grants permission to the employer to verify answers on the application and resume submitted.  This form must receive an original signature and be witnessed by the employer or their representative. 

· “The I-9 Form (Federal Employment Eligibility Form) must be completed.  Identity documents (i.e. driver’s license, Social Security card, birth certificate, alien registration card, etc.) must be presented in the original form.” 

Detail the Forms to be Signed and Checks to be Performed:

The employer will:

· Obtain a Social Security Number verification and/or a consumer credit report.

· Order a motor vehicle report.

· Conduct criminal history searches with appropriate state or county agencies. 

· Verify all education, attendance and degrees.

· Verify any professional license, trade or certificate claimed whether or not it is required for the position.  

· Verify all prior employment reference checks.

· Conduct personal reference checks.

Successful applicants are required to complete and sign the following:

· New employee record chart.

· Confidentiality Agreement describing areas of the business an employee may have access to which are considered confidential by the employer.

· Non-compete agreement.

· Employee induction form. This form details pay rate, job function, benefits and work rules of the employer. 

· W-4 tax withholding form.  

Companies that conduct medical, drug or psychological tests should indicate so here.

The Importance of the Basic Application

Since the Basic Application provides the opportunity to stop problems before they start, it is important to examine its functions. The purposes of the application are:

· To obtain information required by law and essential to government reporting.

· To secure the information necessary to participate in employee benefit programs.

· To provide the employer with contact information for regular communication and emergency situations.

· To supply information, such as a Social Security Number, that will enable verification of the applicant’s statements and credentials.

· To furnish information about skills and qualifications that will assist in choosing the right candidate for the job.
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Completion of this form assists compliance with non-discrimination guidelines and ensures the
basis for hire and reject decisions are documented and job related.

Name of Applicant:

Date Application/Resume Received:

Position Available:
Will Applicant be Interviewed: __ Yes  Date of Interview:
No  Reason for Rejection:
Code Number(s)

Will Job be extended: _ Yes Title: Salary:

—_No
Job-Related Reason Applicant is Best Qualified:
If No, Reason for Rejection:

Code Number(s)
Signature Interviewer/Evaluator Position/Department Date

You have the right to hire qualified individuals and to reject unqualified individuals.
Selection and rejection decisions must be based on valid job-related criteria that are

consistently applied to all applicants. The following are acceptable reasons for rejection
provided the same statement could not be applied to the selected candidate., If numbers 1-8
do not apply, please complete 9 with a job-related reason.

. Does not meet minimum job requirements

. Meets minimum requirements but not best qualified
Cannot work required hours/schedule

Cannot perform physical requirements of job

Prior experience unrelated

. Less related experience than person selected

. Less related education/training than person selected
. Lower skill Ievel than person selected

. Other (specify)
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Ask yourself, “Does my company’s application(s) meet these objectives?” A full size version of the Basic Application Form is available in the forms section of the Appendix.

Four Critical Items on the Application Form

Of course, all items on the application are important, but four areas as crucial. And, for information on what NOT to include on an application, turn to Lesson 5.

1. Include a Place for the Social Security Number

Social Security Numbers dramatically enhance your capability to evaluate potential employees.  Always include a prominent position for them on your application, and make sure there is sufficient space to insure it is legible.

Much of the critical information found on typical applications can be verified by running a Social Security Number search or by requesting a credit report on the applicant. Crucial employment information such as the name, address and Social Security Number can and should be verified in this manner (see Lesson 7).

On occasion, a Social Security Number verification or credit report can identify employers that were not listed on the applicant’s resume or application. Very often, the failure to include former employers is an attempt to cover a problematic background. Therefore, these former employers should always be included on the list of prior employers to verify. Also, one should ask the applicant why they left that particular employer off the application.   

There are many pre-employment companies that can authenticate this information for you.  Shop around.  Find out how extensive their verifications are and, if applicable, check for volume discounts.  For more about using a pre-employment screening company, see Lesson 8.

2. Education and Credentials

Ask not only for the name of the school attended, but also if the person has graduated and if a degree was granted. It is okay to ask about organizations the applicant if affiliated with, as long as no inquiry is made about organizations based on race, ancestry, religion, and politics.

3. Previous Employment

Regarding previous employment, these items should be included on the application include:

Company name, address, telephone number, nature of the business 

Position(s) held, name of supervisor

Dates of employment

Ending salary

Reason for leaving

4. The Signature Line

An application should always include the applicant’s signature and the date signed.

Immediately above where the signature is recorded, there should be some wording that indicates that all information provided must be true and that any attempt to deceive is reason for rejection or dismissal.  Here is a sample statement that may be used:

“I agree that any omission, falsification, or misrepresentation is cause for immediate termination at any time during my employment.”

Additional wording should release from liability those who provide information about the applicant: 

“I hereby authorize investigation of all statements at this time with no liability arising therefrom.”

Many employers neglect to have the applicant’s signature witnessed.  Do not make this mistake.  Should litigation arise, the witnessing of the signature and date or lack thereof could impact the case.

Hint(Ample Space vs. Additional Forms

Space on the Basic Application is precious.  Before an application is put into use, fill out a sample application for yourself and see if there is truly enough room.

All applicants should be encouraged to list previous employersxe "previous employers" and former places of residence. How many years to go back is the up to the employer. Ten years is reasonable, but sometimes fifteen to twenty years is asked.  As such, ample room for such information must be made available.  If the current application is not adequate, one option is to use supplemental forms to record this information. If additional pages are used, make sure that each page is identified with the applicant’s name and firmly attached to the application. 

Subject Areas to Avoid On the Application

There is no standard format or prescribed list of questions for an application form that has been established by legislation. However, in recent years, state and federal EEOC legislation has outlawed or restricted questions about topics (see Lesson 5) that were previously included in most applications.  Title VII of the Civil Rights Act of 1964 prohibits discrimination on the basis of race, color, age, sex and national origin. Questions pertaining to areas covered by the Equal Employment Opportunity Commission (EEOC) are hazardous because they can lead to unlawful use (e.g. discrimination).  However, the areas covered by the Civil Rights Act of 1964 or EEOC are not the only ones that should be avoided.

Lesson 5 outlines what is considered discriminatory, i.e. what questions you can or you cannot ask. For detailed information on state and federal discrimination laws, turn to Lessons 23 and 24.

A full size version of the Basic Application Form is available in the forms section of the Appendix in the back of this book.

Other Critical Pre-Hiring Forms

In addition to the Basic Application Form, a number of other forms should be used during the pre-employment process.  And, there are additional forms that should be used after hiring. These forms are discussed later in the book.

Employment Eligibility Verification -
The I-9 Form

The Immigration Reform and Control Act (IRCA) of 1986 obligates every employer to verify, within three days of hire, the identity and employment authorization of every employee hired.  To adhere to the directives of this act, employers must use the Employment Eligibility Verification Form, commonly known as the I-9 Form.

The purposes of the IRCA are to prohibit employment of illegal aliens, offer amnesty to qualified illegal aliens, and expand the scope of federal anti-discrimination laws.  Per the ICRA, employers of four or more employees are forbidden from discriminating on the basis of national origin, citizenship or “intending citizenship” i.e. whether someone has the intention of becoming a citizen.  However, the act does not exclude the preference of a citizen over an equally-qualified legal alien.

According to a back issue of You and the Law, “the appeals court held that [Section 1981 of the Civil Rights Act of 1991] does prohibit discrimination based on citizenship.”  You and the Law also advises that you not “use citizenship to disqualify anyone from a position at your company, except in those very narrow circumstances where . . . citizenship is a bona fide occupational qualification” such as “positions involving national security.”

Using the I-9 Form as a Tool

Although the I-9 Form is not necessarily required to be completed until the applicant has been hired, it is an excellent tool to use as part of the pre-employment procedure.  To complete this form, employers need to see proper identification from the applicant.

Obtaining copies of applicant identity documents is a benefit, since the documents will help immediately in the verification process.  If the applicant refuses to disclose proper ID, then there is no reason to continue considering him or her for employment. 

" KEY POINT:  In addition to the mandatory use of the I-9 form, employers are required to maintain proof of the applicant’s identity.  In other words, the employer must retain copies of the items presented for verification.  Passports, drivers’ licenses, Social Security cards, birth certificates and alien registration cards are some of the documents typically used to comply with the ICRA.

Also, retention of these documents can be very important after hiring. Consider the following example(
Who was he?

John was hired for a management position.  He was foreign born and had allegedly immigrated to the US some time ago.  While preparing the information necessary to ensure that John received his company benefits, a clerk noticed that the date of birth on his I-9 Form did not match that of his alien registration card.  John was informed and a copy of his birth certificate was requested but never produced.  John’s supervisor gave him time to comply, but ultimately John became irritated with the repeated requests and began to claim discrimination and that he was being harassed due to his foreign origin. Suspicions grew further when it was discovered that the date of birth on his driver’s license did not match either of the other documents. Confronted with these inconsistencies, John abruptly left the building without explanation and never returned.  A report along with copies of the documents was given to the local immigration office. 

In the above example, the documents should have been shown to be inconsistent prior to hiring. Nonetheless, the maintenance of them allowed for the situation to be rectified, thus re-establishing the company’s compliance with the ICRA. 

A copy of the I-9 Form can be viewed on the next page. 

A closer look at the I-9 Form

A larger version of the form is available in the Appendix.



Applicant Waiver Form

The Applicant Waiver Form is a means to certify the accuracy of an application and to grant permission to check references, employment history and verify other information given by the applicant. 

From the applicant’s perspective, experience indicates that falsification, distortion and error are reduced if the applicant knows that the data he or she gives in the interview and on the application will be checked for accuracy.  Using the Applicant Waiver Form is an easy way to make the intention to verify information clear from the start.


Applicant Waiver Form

(To be signed by all job applicants along with application form.)

1.  I agree and understand that all the information and statements on my application are correct and no attempt has been made to conceal or withhold pertinent information. I agree that any omission, falsification, or misrepresentation is cause for my immediate termination at any time during my employment.

2.  In connection with this request, I authorize all corporations, companies, credit agencies, persons, educational institutions, law enforcement agencies and former employers to release information they may have about me, and release them from any liability and responsibility from doing so; further, I authorize the procurement of an investigative consumer report and understand that such report may contain information as to my background, mode of living, character and personal reputation. This authorization, in original and copy form, shall be valid for this and any future reports that may be requested. Further information may be made available upon written request from ______________________________________________ 

3.  I hereby authorize investigation of all statements at this time with no liability arising therefrom.

______________________________________________________________
_______________________________

Signature
 Date

______________________________________________________________
_______________________________

Signature of Company Representative
 Date

                           *   *   *

STATE of:_________________
This Instrument was acknowledged before me this ______ day of
COUNTY of:_______________
___________________________, 19 _____, by _________________________________

My commission will expire:
____________________________________________________________AS WITNESS.

___________________________



   _______________________________________________________________________


        Notary Public
   No.

The General Release Form

Either a General Release Form or a series of subject-specific release forms should be incorporated into the application and screening process.  While the General Release Form may be sufficient for many types of job hiring, in more-complex hiring scenarios a selection of the various subject-specific release forms should be used.  These subject-specific release forms focus on all of the items an employer intends to verify for the records they will be obtaining. 

" KEY POINT:  In some states, a signed release is required prior to conducting a criminal background check or a driving record request.  In all states, a written release is required for any report used for employment, if the report is obtained from a Consumer Reporting Agency. For more information, see the Fair Credit Reporting Act section in the Appendix.

As in the sample General Release Form, there should be wording to exonerate all persons, agents, employers or third party vendors supplying information.

General Release Form

In connection with my application for employment (including contract for service) with you, I understand that investigative inquiries are to be made on me including consumer credit, criminal convictions, motor vehicle, and other reports. These reports will include information as to my character, work, habits, performance and experience along with reasons for termination of past employment from previous employers. Further, I understand that you will be requesting information from various Federal, State, and other agencies that maintain records concerning my past activities relating to my driving, credit, criminal, civil, education, and other experiences.

I authorize without reservation any party or agency contacted by this employer to furnish the above-mentioned information.

I hereby consent to your obtaining the above information from  _______________________________________ and/or any of their licensed agents. I understand to aid in the proper identification of my file or records, the following personal identifiers, as well as other information, is necessary.

Print Name _________________________________________________

Social Security Number
______-____-_______

Date of Birth _______________ Sex _____ Race_____________________

Current Address _______________________________________________

City/State/Zip Code+4__________________________________________

Former Address _______________________________________________

Applicant Signature  __________________________ Date_____________

Prospective Employer __________________________________________

If obtaining a credit report, driving record and criminal history is intended, then that should be specifically identified in the release. While one may utilize specific release forms for education and credit, the all-encompassing General Release Form will be of great benefit because is says you have permission to gather information from employers and anyone else who may have knowledge about the applicant.  

A larger version of the General Release Form is available in the forms section in the Appendix.

A Few Hints About Release Forms and Former Employers

As mentioned previously, it can be very difficult to obtain information from previous employers.  Anti-discrimination regulations and the drastic increase of labor-related litigation have made employers uncertain as to what can be revealed about past employees.  Almost everyone is afraid of being sued, and so it seems safer to say little or nothing at all.  One way to address this problem is to include a copy of the Applicant Waiver Form or the General Release Form in queries to former employers. You will find that many former employers will not release any information on a current or past employee without a signed release from that employee. 

A signed copy of the form(s) should be sent with any written inquires.  To eliminate any doubt as to the validity of the request as well as to expedite it, you should include the following with any verification request:

· A notarized copy of the request. Although not required, it is recommended that the waiver be notarized.  Notarization will increase the response rate.

· Include the signature of a company executive.

· Enclose a business card. Use of letterhead is also advised.

· Include a self-addressed, stamped envelope.

One additional last caution is to be aware that forty-one states have laws that regulate  the content of references from former employers. But, more about that in Lesson 23. 

Specific Release Forms

Sometime a specific release form is needed due to requirements by certain state agencies. It is useful if an applicant has resided in a state with which the employer is unfamiliar.  For example, many states require a notarized release, but don’t require a specific release form to be used — in which case, this form will suffice.

Here is an example of a “specific release form.”

Criminal Release Form


Criminal Background Check

Release Form

NAME______________________________________________________________________

  
Last
 
First 

Middle 
Maiden

ADDRESS___________________________________________________________________

  
      Street 


City 

State

ALIASES OR OTHER NAMES USED ____________________________________________

DATE OF BIRTH _________________  AGE____ RACE_____________________ SEX____

SOCIAL SECURITY #________________________________

DRIVER’S LICENSE #________________________________ STATE___________________

*   *   *

  I hereby authorize _________________________ of ___________________________

  


         Name 

        Name of Company

    ____________________________________________________________________________

Company Address/City/State/Zip 

  to conduct a criminal background check on myself through the 

    ___________________________________________________________________________ .

Name of State and Police Agency

  X_______________________________________

 
Applicant Signature

*   *   *

STATE of:_________________      This Instrument was acknowledged before me this _____ day of
COUNTY of:_______________      ___________________________, 19 _____, by _______________________________________

My commission will expire:              _________________________________________________________________AS WITNESS.

_________________________


_________________________________________________

 
Notary Public              No.

A larger version of this Criminal Release Form is available in the Appendix.
Requesting Driving Records is more complex than requests for other types of records because many states have their own forms that requestors must use. Although rules vary from state to state, as a general rule, employers can access these records. The key is that the states require verification and signature(s) from the employer. 

Substance Abuse Test Consent

Government agencies are emphasizing health, safety and accident prevention in the workplace, and so should you. This fact, coupled with the spiraling costs of fringe benefits, has made drug screening a common component of the Verifying the Information stage. However, the act of presenting a Drug Abuse Test Consent form for completion as part of the initial paperwork, regardless of whether a test will actually be conducted, can act as a deterrent against substance abuses.  

Many applicants look good on paper, pass the typical test and make a great impression during the interview.  Then, when the Drug Abuse Test Consent is presented, suddenly the job they wanted so badly isn’t so desirable.  An excuse is given and they leave without filling out the form.  The time and money spent for the actual test have been saved.

Government sources have indicated that alcohol and drug abuse cost businesses billions of dollars in additional healthcare coverage, accident coverage, and loss of productivity.  In the workplace, substance abuse can lead to a high degree of employee absenteeism, higher medical costs and an increase in on-the-job accidents.  Thus, it is simply cost effective and liability conscious to institute and adhere to substance abuse testing procedures.

A Substance Abuse Test Consent Form is presented in the Appendix. 

Applicant/Resume Evaluation Form

It’s bad enough that some employees are taking frivolous legal actions, but a wave of litigation is coming from those who are not hired.  

" KEY POINT:  An Applicant Evaluation Form that clearly indicates the reasons why the applicant was not employed should always accompany the company copy of a rejected application.  If the reason for rejection was based on an established company policy, the documentation will be further supported by the existence of such policies.  

The rejection and acceptance of candidates is a step that must be recorded.  As such, the Applicant/Resume Evaluation Form is a handy tool for documenting the review of applications. 

This form complies with non-discrimination guidelines and ensures that the basis for hire or rejection are documented and job-related. An employer should never have to rely on memory to recall the specifics, if questioned later.  Remember, many of the lawsuits filed against an employer are not filed by current employees, but by applicants who were rejected.  These cases present a circumstance where there is very limited knowledge available about the plaintiff. This gives the plaintiff an advantage and puts you at a disadvantage. It is not always easy to understand the motivations or background of an applicant given that the company’s relationship with him or her is typically short-lived.

Please note that the Application Evaluation Form is an internal form used by the employer, and does not require a signature from the applicant. 

This form is shown on the next page. A larger size version of the Applicant/Resume Evaluation Form is available in the Appendix.

Applicant/Resume Evaluation Form
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SECTION I. EMPLOYEE INFORMATION AND VERIFICATION: (To be completed and signed by employee)

NAME:

Last First Middle Maiden
ADDRESS:

Street number and name City State Zip
DATE OF BIRTH: SOCIAL SECURITY NUMBER:

I attest, under penalty of perjury, that I am (check one):
A citizen or national of the United States

An alien lawfully admitted for permanent residence (Alien #A ).
An alien authorized by the Immigration and Naturalization Service to work in the U.S.(Alien #A ).
or Admission Number . Expiration of employment authorization, if any ).

I attest, under penalty of perjury, the documents that I have presented as evidence of identity and

employment eligibility are genuine and relate to me. I am aware that federal law provides for

imprisonment and/or fine for any false statement or use of false documents in connection with this
| certificate.

SIGNATURE: DATE:

PREPARER/TRANSLATOR CERTIFICATION (if prepared by other than the individual). I attest, under penalty
of perjury, that the above was prepared by me at the request of the named individual and is based on all information of

which I have any knowledge.
SIGNATURE: NAME (print or type):
ADDRESS:
Street number and name City State Zip
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SECTION II. EMPLOYER REVIEW AND VERIFICATION: (To be completed and signed by employer)
Examine one document from those in List A and check the correct box, orexamine one document from List B and one

from List C and check the correct boxes. Provide the Document Identification Number and Expiration Date, for the
document checked in that column,

List A List B List C
Identity and Employment Eligibility Identity and  Employment
Eligibility '
—United States Passport A State issued drivers license __ Original Social Security Number
— Certificate of U.S. Citizenship or I.D. card with a photograph, Card (other than a card stating
—_ Certificate of Naturalization » or information, including name, it is not valid for employment)
__ . Unexpired foreign passport with sex, date of birth, height, weight, —_ A birth certificate issued by
: attached Employment Authorization and color of eyes. State, county, or municipal
— Alien registration Card with photograph ____ U.S. Military Card authority bearing a seal or other
____ Other (Specify document and certification
issuing authority) — Unexpired INS Employment

: Authorization. Specify form.
Docoment LD .# Document 1.D.# Document 1.D.#
Exp. Date Exp. Date Exp. Date

CERTIFICATION: I attest, under penalty of perjury, that I have examined the documents presented by the above
individual, that they appear to be genuine, relate to the individual named, and that the individual, to the best of my
knowledge, is authorized to work in the United States.

SIGNATURE: NAME (print of type): TITLE:
EMPLOYER:

Address Date





Lesson Summary:

· Start with cover sheet that accompanies the various application and release forms. This will limit time and money wasted on candidates who would not wish to comply with a series of employer's requests.   

· The purposes of the application are:

1. To obtain information required by law and essential to government reporting.

2. To secure the information necessary to participate in employee benefit programs.

3. To provide the employer with contact information for regular communication and emergency situations.

4. To supply information, such as a Social Security Number, that will enable verification of the applicant’s statements and credentials.

5. To furnish information that will assist in choosing the right candidate for the job.

· In addition to the mandatory use of the I-9 form, employers are required to maintain proof of the applicant’s identity.  In other words, the employer must retain copies of the items presented for verification.  Passports, drivers’ licenses, Social Security cards, birth certificates and alien registration cards are some of the documents typically used to comply with the ICRA.

· Either a General Release Form or a series of subject-specific release forms should be incorporated into the application and screening process.  While the General Release Form may be sufficient for many types of job hiring, in more-complex hiring scenarios a selection of the various subject-specific release forms should be used.  

· In some states, a signed release is required prior to conducting a criminal background check or a driving record request.  In all states, a written release is required for any report used for employment if the report is obtained from a Consumer Reporting Agency.

· An Applicant Evaluation Form that clearly indicates the reasons why the applicant was not employed should always accompany the company copy of a rejected application.  This documentation will support the reason for rejection, when the rejection is based on an established company policy.

Recommended Resources:

www.brbpub.com/forms
From this site you can download all of the forms shown in this book.

www.e-zlegal.com

Look for their book entitled Personnel Director. It contains over 100 useful personnel forms.



















This statement reiterates the policy that all information provided must be true, and that deception is cause for denial or termination.








This paragraph authorizes the prospective employer to verify the information.








This section must be completed by the employee upon being hired, but should be completed during the application process.





The signature is critical if someone other than the applicant completes the form.





The employer must complete this section, and include date and signature.





These codes allow for very specific descriptions as to why an applicant was rejected.  Combined with a copy of the submitted application and/or resume, this information can be crucial to winning a court case.



































For more information about each state’s driving records access and procedures, we recommend The MVR Book by BRB Publications, 800-929-3811 or www.brbpub.com. The book outlines in detail the individual states’ requirements for acquiring driving records. This informative book is well-written and surprisingly inexpensive.





The Social Security Number


Also, running an applicant’s Social Security Number through a credit bureau’s verification system reveals a great deal.  Statistics compiled from 500 recent background investigations performed by ADAM Safeguard revealed that 17% of the applicants used additional names not shown on the application.  29% had an address other than the one they listed.  In addition, 4.9% supplied Social Security Numbers that were not theirs! Some numbers belonged to deceased individuals!


Yet, in the same group of applicants, prior employers were identified and easily contacted in 72% of the cases.   

















