HUMAN RESOURCE DIRECTORY OF FORMS

(Pick and choose forms that are best suited for your franchise)

How to evaluate Resumes 1
Resume revelations 2
Resume red flags 3
How to interview job candidates 4
Plan the interview 4
How to listen during interview 5
How to evaluate candidates 6
Second Interview 6-7
Reference checking 7
Getting the most out of interviews 8
Illegal interview questions 9-12
Employment application 13-15
Applicant interview schedule 16
Applicant interview confirmation 17
Interview report card 18-19
Interview questions checklist 20
Education 20
Full time or professional work experience 21
Attitude and motivation 22
Ability to get along with others 23
Home life and outside interests 23
Reveling answers from sales candidates 24-26
Outside the box probing questions 27
The high cost of replacement 27
Applicant rating form 28
Clerical applicant form 29
Applicant comparison summary form 30

Employment confirmation letter 31



Applicants not hired-letter

Employment Eligibility verification

Equal employment opportunity policy
Employees file

Emergency phone numbers

Self evaluation form

Performance improvement plan form
Coaching form

Performance review form

Performance Checklist form

Disciplinary warning

Exit Interview

Performance evaluation rating response form
Annual attendance record

Salary record form

Change in terms of sales representative agreement
Confidentiality agreement

Expense report form

Employer indemnity agreement
Employee’s agreement on confidential data
Employee release

Non-compete Agreement

Employee leave and the law

Focusing on the human side of supervision
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