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DEPARTMENT OF HUMAN RESOURCES 
POLICY ON VERIFYING POSSESSION OF MINIMUM QUALIFICATIONS 

 
 

 
All candidates selected for permanent civil service, provisional and exempt appointments 
must meet the minimum qualifications for the jobs to which they are appointed at the 
time of the deadline published on the announcement.  Prior to extending an employment 
offer, hiring departments shall verify information provided by the applicant regarding their 
qualifying experience.  
 
HOW TO VERIFY? 
We must perform due diligence by using the records we reasonably can access, when 
an applicant's qualifying experience was obtained through employment with the City and 
County of San Francisco.  This verification should be performed by the Department 
Personnel Officer, or designee, who will check available PeopleSoft records.  
Employment records of applicants from other City and County departments can be 
verified by running a specific query in PeopleSoft.  Credit for experience obtained 
outside of the employee’s class will only be allowed if it was recorded and placed in the 
personnel file at the time the assignment was made. 
 
In order to verify work experience earned outside of City and County of San Francisco 
employment, the hiring authority must contact the candidate’s current and/or former 
employers to confirm dates of service, job title(s) and duties performed.  A record of this 
contact must be made.  If this verification information cannot be obtained, the hiring 
authority shall keep a written record of the due diligence efforts that were made. 
 
WHEN TO VERIFY? 
Qualifying experience of City and County employees should be verified prior to 
examination.  City and County experience should be verified by the recruiting analyst at 
the time of application.   
 
For applicants whose qualifying experience was gained outside the City and County of 
San Francisco, the hiring authority must seek verification from a candidate’s current 
and/or former employers prior to making an employment offer.  Verification may be 
solicited at the time of reference checks. 
 
A hiring agency must verify a candidate's experience prior to extending an offer to 
appoint that candidate on a permanent, provisional or exempt basis. 
 
In the event an eligible is found to not possess the minimum qualifications, the 
appointing authority may request the Human Resources Director to remove the eligible 
from the list, pursuant to Civil Service Rule 112.12.1. 


