
SELECTION
Once you have completed all interviews, gather all  
applicant interview notes. When evaluating applicants, 
avoid “stereotyping” when making your final selection.  
If several applicants are similarly qualified, a second  
interview may be conducted to select the best candidate. 

When you have selected the right candidate for your  
vacant position, there are still a few more steps to take  
to ensure a fully compliant hiring process. Fair and  
equal treatment of all candidates may prevent hiring  
discrimination claims.

If you normally check references, complete the reference 
check for your candidate. When speaking to your  
candidate’s references, remember that all discriminatory 
laws still apply. Do NOT ask references for information 
that refer to a protected class. Ask only job-related  
questions.

PRE-EMPLOYMENT 
SCREENING
All pre-employment screen must take place AFTER a  
job offer has been made to the candidate. Refer to your  
policies and practices regarding pre-employment screening. 

Some employers require successful candidates to  
submit to pre-employment drug screening. If your  
company requires pre-employment drug screening, 
please refer to your Drug-Free Workplace Policy.

Companies that require a pre-employment credit  
report must be able to prove that the credit report  
is a bona fide occupational qualification to the job being 
offered. Job applicants must provide written permission 
before an employer can obtain their credit report from a 
credit bureau. The Fair Credit Reporting Act provides that 
before any adverse action based in whole or part of the 
report, the applicant must be given a copy of the report 
as well as a written summary of his or her rights under 
the Fair Credit Reporting Act which includes the right to 
dispute inaccurate information with the credit bureau. 

ON-BOARDING
Once you have a successful candidate ready for hire, 
please refer to the Makai HR On-boarding process.  
The on-boarding process consists of completion of  
I-9 (Employment Eligibility Verification), state and  
federal tax withholding forms, employee handbook  
acknowledgements, benefit enrollment and payroll  
direct deposit authorization. 

Your company may have additional on-boarding  
activities such as an employee orientation or training.

**Information provided in this overview does not, and is not intended to, constitute legal advice. The content provided in this document are for informational 
purposes only. Please contact your attorney with respect to any legal matter.** 
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