Sample Hiring Practices Policy
Anychurch USA

From time to time, Anychurch USA creates or has position vacancies.  This policy shall serve as a guideline for the search and placement of candidates in new or existing positions for employment by Anychurch USA.

I. Posting of new or vacant positions

a. Written job description to guide posting wording

b. To post only internally

i. Who can apply?

c. To post both internally and externally

d. Guidelines for not posting based on potential candidates within the organization

i. Moving person from part-time to fulltime, same or different job

ii. Promoting from within the organization

iii. Laterally from within the organization

e. Statement that all practices are subject to State and Federal Laws and the FLSA
f. Term of posting

II. How to apply

a. Minimum:  completion and submission of Anychurch standard job application

b. Desired with completed application:  Current Resume

III. Review of applicants

a. Interview

i. Guidelines for interviewer

ii. Minimum standards of interview basics

b. Reference checks

i. Required and documentation

c. Selection of finalists
d. Background checks 
e. Drug screening

IV. Selection of candidate

a. Written offer including

i. Cash Compensation

ii. Benefits
iii. Offer date expires

iv. Date work starts

v. Confidentiality agreement (especially for finance office personnel)

vi. Signature of acceptance

b. Acceptance

c. Announcement

V. Paperwork to accounting office for processing and HR file setup
Could be function of Section IV below instead








