
Do’s and Don’ts in the Hiring Process 

Do 
 

 Prepare before hand. Ensure your interview panel 
is knowledgeable about the hiring process and informed 
about what you want in a new hire. Make sure they 
have the tools they need to make the best hiring deci-
sion. 

 Know your purpose. Know what you want and need 
in the new hire. 
Know the legal considerations. Know what you can and 
can not ask in an interview. Know what documentation 
you require to support your hiring decision. 
Prepare your documents. Prepare all hiring documenta-
tion beforehand. This saves considerable time later and 
makes the hiring process simple. 

 Ensure consistency. Consistency in questioning to 
potential candidates ensures fair process and an in-
formed hiring decision. 
Set appropriate timelines. Plan the time it will take to 
conduct your short-listing, interviewing, reference 
checking and job offer. Poor planning makes for poor 
hiring decisions. 

 Set a comfortable atmosphere for the interview. 
When a candidate is more comfortable, you can illicit 
more information from which to base your hiring deci-
sion. 

 Check references. Confirming the information 
shared in the interview process is an important step to 
ensuring you have the right candidate. 

 Inform the candidates about your hiring decision. 

The candidates that you did not choose may be the 
ideal candidate for the future; make your impression a 
good one. Every candidate you have contact with is a 
messenger for your business, how you interact with 
them will determine how they speak about you and 
your organization to others. 

 Document all of your hiring processes. These docu-
ments may be required to support your hiring decision. 

 
Don’t 
 

  Hire without a plan. Your plan will keep you on 
track and ensure your hiring decision is based on your 
business needs. 

  Forget to plan your interview questions carefully. 
Consistent questioning makes for fair hiring practices 
and informed hiring decisions. 

  Neglect to communicate with the applicants. Your 
applicants are messengers for your business. You want 
to make a good impression, even with people you are 
not interested in hiring; they may be potential custom-
ers and will influence potential customers. 

  Forget to document. Your hiring decision may be 
challenged. Be prepared to support your hiring decision 
through proper documentation of your hiring decision. 

  Assume your hiring panel knows how to hire effec-
tively and efficiently. Prepare your hiring panel before-
hand to ensure the right hiring decision can be made. 

  Assume everything you hear in the interview is the 
truth. Verify your impression by checking references. 

 

 

With the cost of recruitment sourcing and selection for an entry level role at over 
$22,000.00, your business can not afford to make a bad hire. 
Contributing to the cost of a bad hire is: increased employee turnover, lost work days, inef-
ficiency, lost customers, increased workplace accidents and these are just a few. 
Your  hiring process impacts your businesses finances. By adding structure to your hiring 
processes, you save yourself time and money. 
Here are some tips to consider for your next hire… 

By following these simple tips, you can increase the retention of your new hires, decrease employee turnover, 
increase efficiency in your workplace, improve your customer service and overall, provide a cost savings to your 

business through more efficient and effective hiring practices. 
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“You can't overestimate the 

need to plan and prepare. In 
most of the mistakes I've made, 

there has been this common 
theme of inadequate planning 
beforehand. You really can't 
over-prepare in business!”  

Chris Corrigan 


