
“Guidelines to Conducting Proper Background and Reference Checks” 

Conducting proper background and reference checks is essential for making informed 
hiring decisions. Here's a guideline to help you through the process:


**Background Checks:** 

1. **Consent and Disclosure**: Obtain written consent from the candidate to conduct 
a background check and inform them about the nature and scope of the check.


2. **Choose a Reliable Provider**: Select a reputable background check provider that 
adheres to legal and ethical standards.


3. **Verify Required Information**: Validate the candidate's educational qualifications, 
employment history, criminal records, and any other relevant information.


4. **Compliance with Laws**: Ensure compliance with local and national laws, such 
as FCRA (Fair Credit Reporting Act) in the United States.


5. **Privacy and Confidentiality**: Handle personal information securely and maintain 
confidentiality throughout the process.


6. **Time Frame**: Conduct the background check within a reasonable time frame, 
respecting the candidate's time and the hiring process.


7. **Review and Assess Findings**: Evaluate the results in the context of the job 
requirements and the candidate's overall profile.


**Reference Checks:** 

1. **Prepare Questions**: Develop a list of questions focused on the candidate's 
skills, performance, behavior, and suitability for the role.


2. **Contact References**: Reach out to the provided references through email or 
phone, identifying yourself and your purpose.


3. **Probe for Details**: Ask open-ended questions that encourage references to 
provide detailed insights about the candidate's work ethic, collaboration, and 
achievements.


4. **Verify Information**: Confirm the accuracy of the information provided by the 
candidate, such as job titles and dates of employment.


5. **Behavioral Insights**: Inquire about specific situations that highlight the 
candidate's problem-solving, teamwork, and adaptability skills.




6. **Cross-reference Responses**: Compare feedback from different references to 
ensure consistency and accuracy.


7. **Context Matters**: Understand the reference's relationship with the candidate to 
interpret their feedback accurately.


8. **Document Responses**: Take thorough notes during the conversation to help 
you recall details later.


9. **Balanced Perspective**: Gather both positive and constructive feedback to form 
a comprehensive view of the candidate.


10. **Respect Confidentiality**: Respect the confidentiality of the references' 
information and maintain professionalism throughout.


11. **Assess Fit**: Consider how the candidate's attributes align with your team's 
dynamics and organizational culture.


12. **Integrate Findings**: Integrate reference check findings with other assessment 
methods to make a well-rounded hiring decision.


Remember, both background and reference checks offer valuable insights into a 
candidate's suitability for a role, helping you mitigate risks and build a successful team.


