
Hiring Policy of Harbor Haven 
All applicants must submit the appropriate completed application, a resume (if you have
one) and copies of any applicable certifications, qualifications and/or licensure for the job
category for which you are applying. 
In the application or on the online application process, you are provided with reference
forms for the job for which you are applying. Three reference forms should be received prior
to an interview being scheduled. One reference should include a current or previous
employer if applicable. References are verified; employment history as noted will be spot-
checked and verified. 
After the application, resume, applicable certifications and references are reviewed by the
director, you will be emailed to schedule an in-person interview if determined that you are
proceeding in the hiring process. (Skype/Zoom/etc. interviews may be acceptable in some
cases.) (Sometimes interviews take place prior to all references being received. In that case,
a job offer will not be made until all references are received.) 
The interview includes questions about work history and any gaps in employment. 
On your application form, you are asked to sign a release for Harbor Haven to conduct a
criminal history background check. This includes a check of the US National Sex Offender
Registry. If you withhold permission for us to do so, you will not go forward in the hiring
process. 
Criminal history background checks, including the US National Sex Offender Public Website
are made annually for all staff through a national professional criminal history background
check company. 
After accepting an offered position, an email containing a contract, I-9 form, W-4 and staff
medical form is sent to you. Please sign and return your contract within 15 days and the
completed forms as soon as possible thereafter. 
All drivers undergo an annual motor vehicle background check done by our insurance
company in addition to the annual criminal history background check and US National Sex
Offender Public Website check. 
All returning staff undergoes a re-hire interview in person or by phone. A re-hire application
is required with one new reference supplied. Updated certifications must be submitted. 
Year round staff and returning staff undergo an annual check with the National Sex Offender
Registry and an annual criminal history background check. 
Harbor Haven is an equal opportunity employer.
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