
SOP: Conducting Reference and Credential Verification
This SOP outlines the process for conducting reference and credential verification to ensure the accuracy and
authenticity of candidate qualifications and background information. It includes steps for obtaining consent, contacting
references, verifying educational and professional credentials, documenting findings, and maintaining confidentiality. The
purpose is to support informed hiring decisions, minimize risk, and uphold organizational standards by validating the integrity
and suitability of potential employees.

1. Purpose

To establish a systematic approach to verify candidate references and credentials as part of the recruitment and hiring
process, ensuring integrity and suitability for employment.

2. Scope

This procedure applies to all final candidates being considered for employment across all departments within the
organization.

3. Responsibilities

HR Department: Oversees the verification process, maintains records, and ensures compliance with privacy
policies.
Hiring Managers: Support HR in identifying required credentials and relevant references.
Candidates: Provide accurate reference and credential information and consent for verification.

4. Procedure

1. Obtain Informed Consent
Request written consent from the candidate to conduct reference and credential verifications.
Explain the purpose and scope of the verification process.

2. Collect Reference and Credential Information
Ask the candidate to provide accurate and up-to-date reference contacts (minimum of two professional
references).
Gather copies or details of educational degrees, licenses, and/or certificates as applicable to the
position.

3. Conduct Reference Checks
Contact provided references via phone or email using a standardized questionnaire.
Document the date, time, and summary of the conversation for each reference.

4. Verify Educational and Professional Credentials
Contact issuing institutions or use approved third-party services to validate degrees, certifications, and
licenses.
Record verification details (institution, date contacted, result, reference number, etc.).

5. Document Findings
Compile all verification documentation and findings in the candidate's confidential recruitment file.

6. Review and Assessment
HR reviews findings and discusses any discrepancies with the hiring manager prior to making an
employment offer.

7. Maintain Confidentiality
Ensure all collected information and documentation are treated as confidential and stored securely.



Restrict access to authorized personnel only.

5. Documentation and Record Keeping

All verification records shall be retained in accordance with organizational policy and relevant privacy legislation.
Non-selected candidate records should be disposed of securely after the retention period.

6. Review and Update

This SOP should be reviewed annually or as required to ensure alignment with legal, regulatory, and organizational changes.

Effective Date: [Insert Date]

Review Date: [Insert Date]

Approved By: [Insert Name/Title]
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