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<Company Name> strives to hire top-tier employees into our organization.  Because of the sensitive nature of the work we do, it is often necessary to perform a more in-depth check of potential employees than just an interview.

Policy 

<Company Name> requires at least two professional references from all final candidates.  Issues such as reliability, performance, and team work will be discussed with the referees.  Only upon satisfactory response from those references will an offer be extended to the candidate.  

All employees of <Company Name> who have access to client documents are required to have annual criminal reference checks conducted.
Procedure

Organizations attempting to conduct reference checks on previous or current <Company Name> employees should be referred to the employee’s manager or the Principal.  The Company will only provide information pertaining to date of hire, date of termination, and positions held.  Requests for further information must all be in writing and responses will be provided by the Company in writing (email is acceptable).
Criminal Reference Checks will be provided by <Company Name> through an outside provider to ensure that the check contains nation-wide full-disclosure conviction information from the CPIC database.

Each employee’s history will be examined on a case by case basis.  Employees who have been convicted of crimes related to the type of work <Company Name> has employed them to perform (and for which they have not been pardoned) may face disciplinary action, up to and including termination.    

<Company Name> reserves the right to alter, modify, amend or change human resources policies at its sole discretion.  Employees will be provided appropriate notice of any changes to policy.
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