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• Open and close your Panel

• Submit text questions 

• Q&A addressed at discretion of 
today’s presenter

• Couple of poll questions today



Background Investigations

AGENDA

Why?

When?

How? 

What?



WHY?

◦The most important part of the 
hiring process

◦The best predictor of future 
performance is past 
performance
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WHY? continued…

The consequences of a bad hire 
are significant:

◦ Separation/termination costs

◦ Lawsuits

◦ Morale

◦ Poor service
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NO 
SHORTCUTS
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Poll Question:  True or False

Completing a comprehensive 
background investigation on 
the final 2 or 3 candidates is 
a good way to narrow the 
field?
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WHEN?

Complete a Background Investigation
•Once a final candidate is selected

•AND…after a conditional offer of 
employment has been signed by the 
candidate.
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HOW?
Comprehensive Questionnaire
 To be completed by candidate

 Include relevant questions that will be 
used to complete the background 
investigation:

◦ Personal data

◦ Past residences

◦ Education and employment history

◦ Professional and personal references
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HOW? continued…

Comprehensive Questionnaire
 Require a signature indicating that:

◦ Information provided is true 

◦ False info or attempts to mislead will result in 
a rescinding of the CO or termination.

 Written authorization/releases from the 
candidate for previous employers, references, 
etc. 

 Specific process mandated for Police
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HOW? continued…

Interviewing Personal and Professional 
References:
✓ Use a standard interview form

✓ Explain what you are doing and what    
position the candidate is seeking

✓ Keep your documentation

✓ Show appreciation
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WHAT?

Education Verification

Third party reporting agency and/or 
copies of degrees/transcripts

Certification Verification

If required for the position
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Poll Question: True or False?

For liability reasons, only those 
references listed by the 
candidate should be interviewed?
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WHAT? continued…

Employment Verification and Interviews

✓References provided by candidate

✓Independently developed references

✓Review of personnel file when appropriate
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WHAT? continued…

Follow the Money:

Determine why the candidate left one job 
for another throughout career.

➢Professional Growth?

➢Better pay/responsibility?

➢Problems getting along?

➢Performance issues?

Watch out for backwards moves
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WHAT? continued…

Questions to ask:

➢What was the reporting relationship?

➢How long did they work together?

➢Did they know each other outside of 
work?

➢What were the job duties/responsibilities?

➢How did he/she get along with others?

➢Would you hire this person again?
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WHAT? continued…

✓ Check through your professional network

✓ Search of public domain sources and 
social media

✓ Speak to the candidate’s spouse, partner, 
neighbors when appropriate to the 
position
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WHAT? continued…

Finance/Credit Report 

 For management positions or those 
dealing with money

 How can they manage public finances if 
they can’t manage personal finances?

When doing so be sure that you are complying 
with the Fair Credit Reporting Act.
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WHAT? continued…

Medical history as it relates to the 
candidate’s ability to perform the 
duties of the job.

NEVER ask these questions before a 

conditional offer has been executed.
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Conditional Offer of

Employment



WHAT? continued…

Criminal and Driving Records Check

 State where they have been residing and/or 
working

 Some position in NH like teachers require a NH 
check

History can indicate:

➢ Compliance with rules

➢ Patterns of risky behavior

➢ Driving issues

➢ Criminal activity
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WHAT? continued…

Pre-employment physical exam:

✓ Based on the requirements of the 

job

✓ Paid for by employer

✓ Drug test if applicable 
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WHAT? continued…

Reporting what you have found:

➢Develop a report template 

➢Summarize each key area

➢Summarize the gist of each interview

Be a neutral reporter

➢Attach all supporting documents

➢This is very sensitive information. Handle 
and file appropriately!
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WHAT? continued…

Determining Suitability

 Remember what we said in the second 
slide:

The best predictor of future performance 

is past performance.
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WHAT? continued…

Look for trends or patterns: 
 If someone was public enemy #1 in 

HS/College but has a spotless record for 
the last 10 years, that’s a good trend.
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May 19, 2006

CANDIDATE 
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We’ve all made poor hiring 
decisions and there’s no shame in 
that unless it was an uninformed 

decision.

No excuses for that!

If only we could take a hiring 
Mulligan once in a while.
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2017 Legislative Wrap-up
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Drones:  The Sky Has Its Limits
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for attending 
our webinar 
presentation 
today!

The New Hampshire Municipal Association is a 
non-profit, non-partisan association working to 
strengthen New Hampshire cities and towns and 
their ability to serve the public as a member-
funded, member-governed and member-driven 
association since 1941. We serve as a resource for 
information, education and legal services.  
NHMA is a strong, clear voice advocating for 
New Hampshire municipal interests.
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25 Triangle Park Drive
Concord, NH  03301
www.nhmunicipal.org or 
legalinquiries@nhmunicipal.org
603.224.7447
NH Toll Free:  800.852.3358
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