HR Forms & Tools
Hiring

luded Documents
Fair Credit Reporting Act

A Summary of Your Rights Under the Fair Credit Reporting Act

Consumer Report Notification and Authorization

Fair & Accurate Credit Transactions Act Information Disposal

Fair Credit Reporting Act Tools & Notices

Notice to Users of Consumer Reports —Obligations of Users Under the FCRA
Using Consumer Reports: What Employers Need to Know

Hiring
e Affirmative Action - Hiring Selection Justification
Affirmative Action Voluntary Survey
Applicant List
Application for Employment, Authorization to Release Information, and Affirmative Action
Plan Voluntary Survey
Application for Posted Position
Becoming an Employee Friendly, Best Place to Work Employer
Communication Systems Acknowledgment
Confidentiality Agreement
Employee Handbook Receipt and Acknowledgement
Employee Referral Form
Employment of Minors - Acknowledgement of Hours and Work
Employment Tests and Selection Procedures: What's Legal?
Human Resource Audit - Hiring
I-9 Form (pdf file)
I-9 Form Spanish (pdf file)
I-9’s — New Electronic Options and Frequently Asked Questions
Independent Contractor Agreement
Independent Contractor Audit Guide
Independent Contractors vs. Employees — Do You Know Who is Coming to Work?
Job Requisition
Position Criteria for Screening of Applicants
Position Opening (Posting)
Sample Acknowledgement of Application/Resume
Sample Consulting Agreement
e  Stay Interview Questions

Interviewing
e 50 Good Interview Questions and a Few Other Tips to Help Managers Make Rightful Hires
e Are Your Interview Questions Legal?
o Effective Interviewing
e Interview Evaluation

Orientation
e Human Resources Orientation Tracking Sheet

HRN e Supervisor Orientation Checklist
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Job Offers
o Job Offer Letter
e Job Rejection Letter
e Telephone Job Offer

References
e Driving Check Authorization
Giving References and Avoiding the Legal Pitfalls
Reference Check Summary
Reference Checking — Do You Know Who You Are Hiring?
Reference Checking Tips for Managers
Telephone Reference Check
Written Reference Request

Copyright Information

Copyright © 2011HRN Performance Solutions. All rights reserved. These services and materials may be reproduced by the authorized
user solely for its own benefit and internal use. They may not be used by or distributed, reproduced or sold to any other person,
subsidiary, related company, or other organization. Use of services and materials by consultants, attorneys, or similar parties to provide
services to their clients is prohibited. Except with the written permission of HRN Performance Solutions, no part of these materials and
services may be reproduced, transmitted, or stored in a retrieval system, in any form, including by photocopy, microfilm, electronic or
mechanical process, or by any other means. Copyright restrictions are not applicable to information included in this product that is in the
public domain.

Disclaimers & Limited Liability Terms

These materials are designed to provide accurate and authoritative information in regard to the subject matter covered. In providing
these materials, HRN Performance Solutions is not engaged in rendering legal or other professional services. If legal advice or other
expert assistance is required, the services of a competent professional should be sought.

As no published or service work can be totally current, all information should be checked against the most recent developments by a
qualified professional. While every attempt has been made to provide accurate information, HRN Performance Solutions cannot be held
accountable for any error or omission.

Additionally, HRN is not liable for any claims by an employee of the company using these materials or for fines or damages resulting from
violation of federal or state law. HRN's liability extends to the cost of these services paid by the authorized user during the 12 months
prior to any such event. By using these services you also agree to indemnify, defend, and hold HRN harmless for losses resulting from
your implementation or improper implementation of employment law practices and procedures.
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