Job Applications

Resumes are often received in response to an ad for a management position. However, there are several reasons to require the completion of a standardized application form as well. This greatly simplifies the task of comparing information on several candidates. An application makes it more difficult for an applicant to omit or gloss over unfavorable information. It may also serve as evidence to justify termination if an employee is later found to have misrepresented facts regarding education, experience or personal history. 
The Nonprofit Risk Management Center book Staff Screening Tool Kit - Keeping The Bad Apples Out Of Your Organization by John Patterson with Charles Tremper and Pam Rypkema recommends that any application form include at least the following six elements:

1. Identification - the application needs to include items such as the applicant’s name, social security number, and addresses for the past five years with dates of occupancy. If the individual does not have a social security number to prove U.S. citizenship, a copy of INS Form I-9 verifying that the person is permitted to work in the U.S. should be attached to the application form.

2. Qualifications - The application should record information required to document the qualifications for the position. The kinds of information needed for this include academic achievement, training courses with dates of completion, and certificates and licenses (with their expiration dates).

3. Experience - The application should ask the applicant to list relevant experience – both paid and volunteer; dates of service; description of duties; organization where service was provided; and name of immediate supervisor with address and telephone number to facilitate verification of the information.

4. Background and References - If permitted, the application should ask for a listing of any convictions for criminal or serious motor vehicle violations. Also, the application should ask for at least three personal references of individuals not related to, but who have known the applicant for a period of time. In addition to name, address and telephone number, the nature of the relationship and the length of time known to the reference should be listed.

5. Waiver/Consent- The application should include a statement certifying that the information provided is true and accurate. Further, the applicant authorizes the organization to verify the information included on the application and specifically waives any rights to confidentiality. The statement should specifically list the procedures that the applicant authorizes the organization to perform. e.g., criminal history and child protective services records check, reference checks, employment verification, etc.

6. Signature and Date- Make sure any form the program uses meets Equal Employment

Opportunity Commission (EEOC) standards. It is important that documentation used to screen candidates initially is not discriminatory and cannot be perceived as such. Review the form and remove any reference to the following:

• Date of birth

• Country of birth

• Marital status

• Number of children

• Graduation dates

• Native language spoken

• Status of military discharge

• References to personal appearance (height and weight, color of hair or eyes, etc.) or request for photograph

• Handicaps or physical disabilities

• Names of relatives

• Membership activities

This does not mean that some of these topics cannot be pursued at a later point in the hiring process. The necessary criterion is that any question asked must relate directly to the requirements of the job.
Source: Achieving Our Mission, National CASA Association
