Background Verification Form
A background verification form is the document by which an employer obtains a candidate's authorisation to verify the claims made during hiring, records what will be checked and through whom, and captures the results. It is the consent and evidence record for a process that handles personal data about a person who is not yet an employee.
Background Verification Form for Candidate consent and authorisation form
The document the whole process rests on. Note that each check is listed separately with its source and that the candidate can decline an individual check rather than only the whole.
[Company Name]
BACKGROUND VERIFICATION CONSENT AND AUTHORISATION

PART A: ABOUT THIS FORM

[Company Name] verifies the information provided by candidates before an appointment is confirmed. This form tells you what will be checked, who will carry out the checks, how long the results are kept, and how to raise a question about anything found.

Any offer made to you is conditional on the completion of these checks to [Company Name]'s reasonable satisfaction, as stated in your offer letter dated [Offer Letter Date].

PART B: YOUR DETAILS

Full name: [Candidate Name]
Any other name previously used: [Former Name, or "none"]
Date of birth: [Date of Birth]
Contact number: [Contact Number]  |  Email: [Email Address]
Current address: [Current Address]
Role offered: [Job Title]  |  Requisition: [Requisition Reference]

PART C: WHAT WILL BE CHECKED

Mark your consent for each check. You may decline any individual check. Where you decline, [Company Name] will tell you what effect that has on the offer before taking any decision.

1. Identity
What is checked: that the identity document you provide matches the details above.
Source: the document you provide, and the issuing authority's verification facility where one exists.
Consent: [Yes / No]

2. Employment history
What is checked: employer name, designation, dates of employment and reason for leaving, for the employments you have listed at Part D.
Source: the HR or verification contact of each former employer.
Consent: [Yes / No]

3. Current employment
What is checked: as above, for your current employer.
Source: your current employer.
Note: this check will not be initiated before the date you specify at Part E.
Consent: [Yes / No]

4. Education
What is checked: the qualification, the institution and the year of award, for the qualifications you have listed at Part D.
Source: the awarding institution or its verification facility.
Consent: [Yes / No]

5. Professional registration or licence, where the role requires one
What is checked: that the registration exists, is current, and is held in your name.
Source: the registering body.
Consent: [Yes / No / Not applicable]

6. Address
What is checked: that you reside at the address given above.
Source: a document you provide, or a visit by [Vendor Name] where you agree to one.
Consent: [Yes / No]

7. References
What is checked: the referee's account of your work, in relation to the role offered.
Source: the referees you name at Part D.
Consent: [Yes / No]

8. [Any further check the role requires]
What is checked: [Description]
Source: [Source Description]
Why this role requires it: [Reason]
Consent: [Yes / No]

PART D: INFORMATION YOU PROVIDE

Employment: [Employer Name]  |  Designation: [Designation]  |  From: [Start Date]  |  To: [End Date]  |  Verification contact: [Contact Details]
[Repeat for each employment to be verified.]

Education: [Qualification]  |  Institution: [Institution Name]  |  Year: [Year]  |  Enrolment or roll number: [Reference]
[Repeat for each qualification to be verified.]

Referee: [Referee Name]  |  Relationship: [Relationship]  |  Organisation: [Organisation]  |  Contact: [Contact Details]
[Repeat for each referee.]

PART E: CURRENT EMPLOYER

[Company Name] will not contact your current employer before: [Date or Trigger, for example the date you confirm you have resigned].

PART F: WHO CARRIES OUT THE CHECKS

Checks are carried out by [Company Name] and by [Vendor Name], engaged by [Company Name] for this purpose. [Where applicable: [Vendor Name] processes this information at [Processing Location].]

PART G: HOW LONG THE RESULTS ARE KEPT

If you are appointed: for the duration of your employment and for [Retention Period] afterwards.
If you are not appointed: for [Retention Period] from the date of the decision, after which the verification record is deleted.

PART H: IF SOMETHING IS FOUND

If a check produces a result that does not match what you have told us, we will tell you what was found and which source it came from, and give you [Response Window] to respond, before any decision is taken on the offer. You may ask us to correct information we hold about you that is inaccurate.

Questions about this process, or about the information we hold, may be raised with [Contact Name], [Designation], at [Contact Details].

PART I: DECLARATION AND AUTHORISATION

I confirm that the information I have provided at Part D is true and complete.

I authorise [Company Name] and [Vendor Name] to carry out the checks I have consented to at Part C, and I authorise the sources named to release the information sought for that purpose.

I understand that this authorisation covers only the checks I have marked Yes, and that I may withdraw it by writing to [Contact Name], in which case [Company Name] will tell me what effect that has on the offer.

Signature: ____________________  |  Date: [Date]
Name: [Candidate Name]

Background Verification Form for Background verification policy
The internal document. The section that earns its place is the adverse findings procedure, because verification results are wrong often enough that a process without one will eventually withdraw an offer it should not have.
[Company Name]
BACKGROUND VERIFICATION POLICY

Policy owner: [Owner Designation]
Approved by: [Approving Authority]
Version: [Version Number]
Effective from: [Effective Date]
Next review: [Review Date]

1. PURPOSE

This policy sets out which checks [Company Name] carries out before an appointment is confirmed, on what authority, and what happens when a check produces a result that does not match what the candidate has told us.

2. PRINCIPLES

2.1 We verify what the hiring decision relied on. A check that goes beyond the claims the candidate made, or beyond what the role requires, is not carried out.

2.2 We obtain consent for each check, and the candidate may decline any of them.

2.3 A discrepancy is a question, not a finding. Nothing is decided on a check result until the candidate has been shown it and given an opportunity to respond.

2.4 We keep verification records for a stated period and delete them at the end of it.

3. SCOPE OF CHECKS BY LEVEL

[Band or Level]: identity, employment history for the last [Number] years, education for the highest qualification claimed, references [Number].
[Band or Level]: as above, plus [Additional Check].
[Band or Level]: as above, plus [Additional Check], plus [Additional Check].
Roles requiring a professional registration: registration status in all cases.
Roles with [Named Exposure, for example custody of funds or access to customer data at scale]: [Additional Check], with the reason recorded on the requisition.

A check outside the set for the level requires the written approval of [Approving Role], with the reason recorded.

4. WHEN CHECKS RUN

4.1 Checks are initiated after an offer is made and accepted, and the offer states that it is conditional on their completion.

4.2 The current employer is not contacted before the date or trigger the candidate specifies on the consent form.

4.3 Expected turnaround is [Turnaround Period]. Where a check is outstanding on the joining date, [Approving Role] decides whether the candidate joins with the check pending, and the decision is recorded.

5. WHO CARRIES OUT CHECKS

5.1 [Company Name] engages [Vendor Name] under a written contract covering the purpose, the checks permitted, security requirements, sub-processing, the location of processing and deletion at the end of the retention period.

5.2 [Owner Designation] reviews the vendor's process [Frequency], including a sample of completed cases against their source evidence.

5.3 [Company Name] remains answerable for the process regardless of what the vendor's contract says.

6. ADVERSE FINDINGS PROCEDURE

6.1 Where a check produces a result inconsistent with what the candidate provided, the case is referred to [Owner Designation] before anything is communicated.

6.2 [Owner Designation] first establishes whether the result is reliable. A former employer that does not respond, a record that matches on name but not on other identifiers, and an institution whose verification facility is unavailable are not discrepancies.

6.3 Where the result appears reliable, the candidate is told in writing what was found and which source it came from, and is given [Response Window] to respond.

6.4 The candidate's response is considered by [Owner Designation] with the hiring manager. Where the response resolves the matter, the check is recorded as cleared with a note.

6.5 Where it does not, the decision on the offer is taken by [Approving Role], and is recorded with the reason and the evidence relied on.

6.6 A withdrawal of an offer on verification grounds requires [Approving Role]'s written approval in every case.

7. RECORDS AND RETENTION

7.1 The verification record holds, for each check: what was checked, the source, the date, who conducted it, the result and the status.

7.2 Where the candidate is appointed, records are retained for the duration of employment and [Retention Period] afterwards.

7.3 Where the candidate is not appointed, records are deleted [Retention Period] after the decision.

7.4 [Owner Designation] runs the deletion cycle [Frequency] and records that it has been run.

8. ACCESS

8.1 Verification records are accessible to [Named Roles] only. Hiring managers see the status of each check and, where there is an adverse finding, what is necessary to take the decision.

8.2 A candidate may ask what information [Company Name] holds about them from this process, and may ask for inaccurate information to be corrected. Requests go to [Contact Name].

9. DATA PROTECTION

9.1 This process handles personal data about people who are not employees of [Company Name]. It is operated on the basis of the consent recorded on the authorisation form.

9.2 [Owner Designation] will review this policy against the Digital Personal Data Protection Act, 2023, and against the rules made under it, by [Review Deadline], which is ahead of the date on which sections 3 to 17 of that Act come into force.

10. REVIEW

Reviewed by [Owner Designation] on or before [Review Date], and earlier if the checks, the vendor or the legal position change.

Background Verification Form for Verification record and adverse finding note
The operational record. The status field matters more than it looks: unresponsive and discrepant are different outcomes and treating them the same is the most common way a good candidate is lost.
[Company Name]
BACKGROUND VERIFICATION RECORD

PART A: CASE

Candidate: [Candidate Name]
Requisition: [Requisition Reference]  |  Role: [Job Title]  |  Band: [Band or Level]
Offer date: [Offer Date]  |  Proposed joining date: [Joining Date]
Consent form signed on: [Consent Date]  |  Checks consented to: [List]
Checks declined by candidate: [List, or "none"]
Verification initiated on: [Initiation Date]  |  Vendor: [Vendor Name]
Case owner: [Owner Name], [Designation]

PART B: CHECK RESULTS

Check: [Check Name]
What was verified: [Specific claim being tested]
Source approached: [Source Name and Type]
Date approached: [Date]  |  Date responded: [Date, or "no response"]
Result: [Matches / Partial match / Does not match / Source unresponsive / Source unable to verify]
Detail: [What the source said, in the source's terms]
Evidence held: [Document or reference]
Status: [Cleared / Query raised with candidate / Outstanding / Closed unverifiable]
[Repeat the block for each check.]

PART C: SUMMARY

Checks cleared: [Number] of [Number]
Checks unverifiable through no fault of the candidate: [List]
Checks with a discrepancy: [List, or "none"]
Overall status: [Complete and clear / Complete with a discrepancy / Incomplete]

PART D: ADVERSE FINDING NOTE

Complete this part only where a discrepancy has been identified. Do not communicate anything to the candidate before Part D1 is complete.

D1. Reliability assessment (by [Owner Designation], before contacting the candidate)
What the discrepancy is: [Description]
Could this be an identity mismatch: [Assessment]
Could this be a records or process failure at the source: [Assessment]
Has the source been asked to confirm: [Yes / No]  |  Outcome: [Outcome]
Assessed as reliable enough to put to the candidate: [Yes / No]
Assessed by: [Name]  |  Date: [Date]

D2. Put to the candidate
What the candidate was told, and how: [Description]
Source identified to the candidate: [Yes / No]
Date sent: [Date]  |  Response due by: [Response Deadline]

D3. Candidate response
Date received: [Date, or "no response"]
Summary of the response: [Description]
Documents provided: [List, or "none"]
Further enquiry made as a result: [Description, or "none"]

D4. Assessment of the response
Does the response resolve the discrepancy: [Yes / No / Partly]
Reasoning: [Description]
Materiality to the role offered: [Description]
Assessed by: [Name and Designation]  |  Date: [Date]

PART E: DECISION

Decision: [Proceed / Proceed with a condition / Withdraw the offer]
Condition, where applicable: [Description]
Reason for the decision: [Reason, referring to Part D]
Approved by: [Approving Role Name and Designation]  |  Date: [Date]
Communicated to the candidate by: [Name] on [Date]

PART F: RETENTION

Retention category: [Appointed / Not appointed]
Delete on or after: [Deletion Date]
Deletion confirmed by: [Name]  |  Date: [Date]
Template from Engage HRMS  https://hrengage.ai/hr-templates/background-verification-form
