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	Vetting Procedure
Owner/ Department: Human Resources



	Brief 
	It is the policy of SMSA Express that potential Candidates are recruited and selected based on the competencies, skills and experience which are relevant to the Job and according to the local Labor Law.


	Purpose
	As SMSA core value, people are the key to our success, we commit to maintain and provide high performing employees with opportunities to develop and grow within the company. 
Vetting is the process of performing a background check on someone before offering them employment, conferring an award, etc. A prospective person or project may be vetted before making a hiring decision. In addition, in intelligence gathering, assets are vetted to determine their usefulness.


	Responsibilities
	The Recruitment  officer will conduct vetting, and all are screened applicants



	Detailed Procedure/Steps


	The foundations of staffing management involve finding qualified employees, attracting them, employing them strategically in the organization and keeping them for the long haul. 

The hiring process in SMSA encompasses multiple steps and various practices, including the use of application forms, interviews, pre-employment testing, reference and background checks, employment offers, and, in some cases, employment contracts. Finally, there is the process of organizational entry, referred to as on boarding or orientation.​
The procedure below is intended to be used as a guide and can be modified to meet your particular needs. Remember to give candidates advanced notice that you will be checking their references. Use the following guidelines when you are conducting all telephone reference checks, whether the candidate is an external applicant or an outsourced.
Vetting to be conduct after applicants submit complete requirements.

1. Use Vetting Questionnaire

2. Fill in all the required information on the form.
3. Call at least 2 of 3 character references given by applicants (at least 2 positive response)
4. Introduce yourself to the person (character References) and purpose of the call & consider the following question:

a) Confirm that it is a convenient time to talk
b) Briefly describe the position for which the applicant has applied
c) Confirm the relationship between the person giving the reference and the applicant
d) Verify basic duties such as job title, duties, dates of employment
5. Conduct the vetting using the questionnaire. Record the answer on the space provided.
6. Thank the person for spending time with you.
7. Write your comments about the applicants based on the feedback given by character references.
8. Attached completed vetting  questionnaire to CV and applicant form

9. Decide whether the applicant is qualified to be hired.
10. If yes, proceed with the next step – Offer, orientation otherwise, keep application form on rejected files.

11. Equivalent process must be applied to contracting companies supplying outsourced workers to SMSA.

12. SMSA and the contracting company must have agreements in place to have the required information from the agency. If the contracting company does not have screening procedures in place then SMSA must do the screening of the outsourced employees. Screening must include criminal history check and employment checks. Any agreements must be documented and relevant records maintained.
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