
 

EMPLOYEE SCREENING POLICY CHECKLIST 

Hiring new employees is a delicate balance between finding someone that’s the right 
fit for the position as well as the right fit for the company itself. 
 
An effective Employee Screening Policy can be the key differentiator, where HR hires 
an employee game changer, or adversely someone that negatively impacts the 
morale and productivity of those around them. 
 
The value of employee screening is focused around its ability to provide companies 
and hiring managers with the tools necessary to place the missing puzzle pieces for 
the job at hand. Not only does employee screening ensure you find the right 
candidate, it also provides long-term financial savings. 
 

 Are your candidates aware of the fact that you have an employee screening 
policy? 

 Are your employees aware of the reasons for an employee screening policy? 

 Is your employee screening policy drawn up in conjunction with your risk 
department and approved by your board of executives? 

 Do you have different checks for different levels of risk in your company? 

 Do you include CV verification in your employee screening policy? 

 Do you include job suitability in your employee screening policy? 

 Does your policy include a legally correct candidate consent form that is 
completed prior to any checks being conducted? 

 Does your policy include assessments to measure intention to engage in 
criminal activity as opposed to merely assessing whether the candidate has 
been convicted of a crime? 

 Are you able to conduct your employee screening assessment online? 

 Does your employee screening policy allow for regular background checks to 
be done on existing employees? 

 Does your employee screening policy include screening on contract workers 
or sub-contractors? 
 
 

The first step towards eradicating losses caused by fraud, corruption and theft is 
through prevention. In other words, organisational leaders should be looking at 
ways to prevent hostile employees or vendors from entering the organisation in 
the first place. 
 


