ALL LANKA #
4th September 2006.

TO:

All Staff

FROM:
Nick Osborne


Country Director

SUBJECT:
References of Candidates

In order to ensure that CARE recruits and retains the most appropriate candidates, the following procedure in relation to checking candidates’ references will come into effect from 01st September, 2006. This will replace clause 10.8a on page 24 in the Human Resources Policies and Procedures Manual. 
1. All external vacancy notices must request for a minimum of three (03) non related referees from applicants;  
2. Where appropriate, and depending on the level of authority of a particular position, the Management may decide to request for more than three (03) non related referees from candidates.
3. CARE reserves the right to check candidates’ credentials from educational institutions covering academic/professional background. 
4. Ideally, the references of candidates should cover the following aspects:
a) Staff behaviour in the work place (adherence to Core values – respect, integrity, commitment, & excellence).
b) References from former Employers certifying the applicant’s job related knowledge, experience, conduct, and performance.
c) Character references relating to personal information and general disposition.
d) Any other references offering additional information about the candidate.
5. All reference checks will be carried out by the Human Resources Department in writing, by phone, or personally with the referees.  Where the reference check is conducted over the phone or through a meeting, a note must be filed to that effect.  The Human Resources Unit will assure the referees of the confidentiality of the information submitted.   

6. When communicating with the nominated referees of the candidate, the Human Resources Department shall request those referees to nominate an additional one or a maximum of two persons who could provide any different/additional information on the candidate which will be helpful towards the final decision of selecting a candidate.

7. The results of all reference checks should be available with the Human Resources Department before awarding the position to the prospective candidate. Where, due to compelling circumstances, a position is awarded prior to obtaining all the references, the candidates will be required to give a written understanding of their awareness that their appointment will be subject to receipt of written references. In the event that there is anything to the detriment of the candidate in the references received his/her services will be terminated with or without notice as appropriate. This undertaking will be linked to the clause describing the probationary period in the Contract of Employment.
8. Where a candidate who has not nominated referees in his/her curriculum vitae is called for an interview a member of staff from the Human Resources Department will request the candidate to furnish information relating to his/her referees prior to appearing for the interview.
9. In addition to the formal reference checks described above, the Hiring Manager together with the Human Resources Department may exhaust all possible avenues to conduct informal background checks of candidates prior to arriving at the final decision to select a candidate.
IF you need any additional information about this policy, please contact the Human Resources Unit in Colombo.
