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BACKGROUND SCREENING

INTERNAL CONTROL QUESTIONNAIRE

The ICQ detailed below should be used in conjunction with the Recruitment of Staff ICQ listed on AuditNet.

	Question
	Yes
	No
	N/A
	Comments

	Policies/Procedures

· Does the organization have a policy on background screening/employment checks?
· Is this cross-referenced to the Corporate Plan?
· Are risks associated with background checks cross-referenced to the risk register?
· Who is the owner of the policy?
· Has this policy been approved?
· When?
· By whom?
· Has it been benchmarked against other policies prevalent in the sector?
· Has it been updated?
· When?
· Does it state who has to undergo background checks?
· Does it comply with legislation on Human Rights?
· Are there procedures for background checking?

· Who owns them (i.e. HR Director)?

· Are they formally documented?


	 
	 
	 
	 

	Background Checks
	
	
	
	

	· Who undertakes the background checks?

· Is this done in-house by HR or being a specially appointed company or through an agency?

· If external, how much does it cost?

· How qualified are the external organization undertaking the checks?

· What is their reputation in the market?

· Who approves the checks?

· How long does it take?

· Are there specific categories for outcomes such as favorable or disqualified?

· What offence disqualifies an applicant from being appointed?

· What is checked on the report?

· Do they specifically check for the following:

1. Social Security Number

2. Criminal Database

3. Register of Sex Offenders

4. Driving License Details
	
	
	
	

	Access
	
	
	
	

	· Who has access to the results of these checks?


	
	
	
	

	Issues
	
	
	
	

	· What happens if negative information appears on the background check report?

· Is the applicant notified in writing?

· Does the applicant have a right of appeal?
	
	
	
	

	Management Information
	
	
	
	

	· Is the assessment consistent with the laws in the country?

· Who is informed of the assessment?

· What is the time period on assessments?

· Is there something on the system, which shows the progress of background checks?

· Who has access to this?
	
	
	
	

	Additional
	
	
	
	

	· Are fingerprints also taken?
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