Standard Operating Procedure (SOP)

New Employee Documentation and Verification Process

This SOP details the new employee documentation and verification process, covering the collection of essential
employment documents, verification of identity and qualifications, completion of background checks, and proper
record-keeping. The purpose is to ensure compliance with legal requirements and company policies while facilitating a
smooth onboarding experience for new hires.

1. Purpose

To outline the steps necessary for collecting, verifying, and recording documentation for all newly hired employees,
supporting legal compliance and consistent onboarding procedures.

2. Scope

This procedure applies to all newly hired employees (full-time, part-time, temporary, and contract) across all
departments within the organization.

3. Responsibilities

¢ HR Department: Oversee the entire documentation process and maintain records.
¢ Hiring Manager: Support document collection and respond to queries.
¢ New Employee: Provide the required documents and information promptly.

4. Procedure

1. Pre-Onboarding Communication
o Send welcome email with an outline of required documentation.
o Provide an onboarding schedule and contact details for support.
2. Collection of Essential Documents
o Government-issued photo identification (e.g., driver's license, passport).
Proof of address (e.g., utility bill, bank statement).
Educational certificates and professional qualifications.
Completed tax forms and employment eligibility forms (e.g., W-4, I9).
o Any role-specific certifications or licenses.
3. Verification of Documents
o Check authenticity of provided documents.

o
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o

o Cross-verify educational qualifications and certifications with issuing authorities as required.
4. Background Checks
o Initiate background screening (criminal, employment history, reference checks as applicable).
o Obtain written consent from the employee prior to background checks.
5. Record-Keeping
o Securely store copies of all collected and verified documents in the employee's personnel file
(digital or physical as per policy).
o Maintain confidentiality and data security at all times.
6. Completion and Notification
o Notify hiring manager and relevant stakeholders when documentation and verification are
complete.
o Proceed with full onboarding and orientation of the new employee.

5. Documentation Checklist



Document Type
Government-issued ID
Proof of Address
Tax forms (e.g., W-4, I9)
Qualifications/Certificates

Background Check Consent

6. Compliance and Review

Requirement
Mandatory
Mandatory
Mandatory
Based on position

Mandatory

Status (To be completed)

¢ HR must ensure all steps are compliant with current laws and company policies.

e This SOP should be reviewed annually and updated as necessary.

7. References

¢ Employee Handbook

¢ Local, State, and Federal Employment Laws

e Company Data Privacy Policy
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