SOP: Reference Checks and Background Verification

This SOP details the reference checks and background verification steps, encompassing candidate identity
verification, employment history validation, educational qualification confirmation, criminal record checks, and professional
reference assessments. The goal is to ensure the accuracy and authenticity of applicant information to support informed
hiring decisions and maintain organizational integrity.

1. Purpose

To provide a standard process for conducting reference checks and background verifications on prospective employees.

2. Scope

This SOP applies to all job applicants and is to be executed prior to extending a formal offer of employment.

3. Responsibilities

Role Responsibilities

Recruiter/HR Initiate, coordinate, and document the verification process.
Hiring Manager Review verification results and provide input on hiring decisions.
Third-party Vendor (if applicable) Conduct specific background and reference checks as required.

4. Procedure

1. Obtain Candidate Consent
o Collect written consent from the candidate to carry out reference and background checks.
. Identity Verification
o Verify government-issued photo identification (e.g., passport, driver's license, national ID).
o Confirm name, date of birth, and other relevant details.
3. Employment History Validation
o Contact previous employers to validate dates of employment, positions held, and reasons for leaving.
o Document findings with employer contact details and feedback.
4. Education Verification
o Contact educational institutions or use certified verification services to confirm qualifications.
o Obtain copies of certificates, degrees, or transcripts as evidence.
5. Criminal Record Check
o Conduct appropriate criminal background checks as per local laws and company policy.
o Ensure confidentiality and legal compliance throughout the process.
6. Professional Reference Assessment
o Request at least two professional references from the candidate.
o Contact references to assess work performance, attitude, and conduct.
o Record key feedback and overall reference outcome.
7. Summary and Reporting
o Compile findings in a standardized report format.
o Escalate discrepancies to the hiring manager for further review.
8. Data Handling and Confidentiality
o Store all verification data securely and restrict access to authorized personnel only.
o Dispose of records as per data retention policies.

N

5. Documentation

Maintain the following records for every candidate:

Signed consent form

Verification reports (identity, employment, education, criminal record)
Reference check summaries

Final verification summary report

6. Review and Exceptions



e This SOP will be reviewed annually or as required by changes in law or company policy.
e Exceptions to this SOP require documented approval from HR leadership.
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