Human Resources Interview/New Hire Information
Position Title: ______________________________   Recruitment No. :___________________
Applicants Interviewed:



Dates of Interviews:
Interviewee Notified:
________________________________
__________________

YES        NO
________________________________
__________________

YES        NO
________________________________
__________________

YES        NO
________________________________
__________________

YES        NO
________________________________
__________________

YES        NO
________________________________
__________________

YES        NO
________________________________
__________________

YES        NO

Applicant Selected: ____________________________________________________________
References checked:     YES       NO

Start Date: _______________________________
Employee to Drive:     YES       NO

Pay Rate/Grade & Step: ____________________

DHS Background Request:     YES       NO
County Criminal Check:     YES       NO







(Completion of form KCHR#16 required prior to job offer)

Orientation Scheduled:    YES       NO

Orientation Date: _________________________
Hiring Authority:  ______________________________________________________________



Signature



Printed Name


Date

Comments: _____________________________________________________________________________

_____________________________________________________________________________
Please complete and return this form to Human Resources along with the following items:

 (   Applications
 (   Interview questions
 

(   Completed scoring matrixes
 
(   Reference checks 
If you are unable or would prefer not to conduct your own reference checks, Human Resources staff are available to assist you.
KCHR#4 (04/11)


