[image: image1.png]EMPLOYMENT
SCREENING
SERVICES





Important Note: The following sample is a general summary only and should not be used without tailoring it for specific needs and circumstances and adding important details for legal compliance. Please understand that this sample is intended to serve only as a general overview of certain issues and should not be used as a substitute for legal advice tailored to a specific factual scenario. Readers should not act upon information in this sample without legal counsel review. 

Statement of Policy and Purpose
It is the policy of << Company Name >> to perform pre-employment background checks.  The purpose of performing these checks is to determine and/or confirm the qualifications and suitability of a job candidate/employee for a particular position.  The Policy will help ensure the safety of the public as well as a safe working environment at << Company Name >> The Policy will also ensure that employment related decisions utilizing background check information are made in accordance with applicable law.

Introduction

<< Company Name >> will obtain background investigations on all candidates for employment prior to making a final offer of employment, and will use Employment Screening Services, Inc., a consumer-reporting agency, to conduct the background checks. Prior to obtaining a background check, << Company Name >> will obtain the applicant’s or employee’s written authorization and provide the Summary of Consumer Rights as prescribed by the Fair Credit Reporting Act (FCRA) and all other documentation as required by state and federal law.  All background checks are subject to these notice and consent requirements.  Any applicant who refuses to provide written consent for a background check is no longer considered eligible for employment.

The background investigation may be considered an "investigative consumer report" and information may be gathered online, through public or educational records, or through interviews with employers, friends, associates, or anyone else who may have information about the employee or potential employee. 

The specific components of a background investigation will depend on the position.  The type of information collected may include, but is not limited to, some or all of the following: 

· Court and government agency reports related to any history of criminal, dishonest or violent behavior, and other reports that relate to suitability for employment. 
· Terrorist Check (using list provided by the Office of Foreign Asset Control, or OFAC)
· Education / Professional License Verification (including transcripts)

· Employment Verification  (dates, position, salary, reason for leaving, eligibility for rehire, performance, attendance)
· Credit Reports 

· Social Security Number Trace (and address history)
· Motor Vehicle Records (driving history)

· Professional and/or Personal References 

If hired, this information may also be sought at any time during employment such as during considerations for reassignment, transfer, promotion, retention, and following safety infractions or other incidents.   
Criminal Records Policy 

All applicants are asked on the employment application to disclose if they have been convicted of or served time for a felony or misdemeanor within the last seven years; or if they currently have any charges pending against them. If yes, the date(s), locations(s), and nature of the offense (s) should be described.  As stated on the application, a conviction will not necessarily bar an applicant from employment.  

A criminal record will be considered among all other factors in evaluating a potential employee. The information will be reviewed for accuracy as to the nature and severity of the offense, job relatedness, and time elapsed and/or rehabilitation since conviction (s).  While the company gives individual assessment to each applicant, the attached matrix of criminal offenses is used as a hiring guideline to ensure uniform and fair treatment within each job classification of those with a criminal record.
Terrorist Check Policy 
All employment background reports include a check of the U.S. Department of Treasury’s Office of Foreign Asset Control (OFAC) list.  The OFAC list of Specially Designated Nationals includes terrorists, international drug traffickers, those engaged in activities related to the proliferation of weapons of mass destruction, and other threats to national security, foreign policy or the economy of the United States.

Any applicant or employee names that match, or are similar to, any names on the OFAC list will be reviewed for additional personal identifier comparisons.  If necessary, the appropriate government agency, including the OFAC Hotline (1-800-540-6322) will be contacted to confirm or extricate the applicant or employee as the individual on the OFAC list.

In accordance with Executive Order as authorized by the legislature, no individual on the OFAC list may conduct business in the United States


Employment Verification and Reference Check Policy

Information obtained from checking with employers and references is used to: 1) verify the accuracy of employment history; 2) verify and/or identify job-related accomplishments, skills, abilities, and characteristics that help establish the applicant's qualifications for employment; and 3) determine, evaluate, and ensure the applicant's overall suitability for the position in question. 

The following characteristics may be subject to rejection for employment: 
· Dates of employment significantly disagree with information given on the application.
· Salary or hourly wage significantly disagrees with information given on the application.
· Job titles/duties significantly disagree with what was given by the applicant. 
· Reason for termination significantly differs from what was given by the applicant. 
· The previous employer indicates unsatisfactory performance, attitude, or behavior. 
Education and/or Professional License Verification Policy
The job description will describe a position’s required level and type of educational attainment, professional license, or certification from an accredited institution, state agency, or professional association.  Applicants will be asked to provide detailed information regarding educational institutions include complete names, address, dates of graduation, and type/level of degree or diploma received.

The following characteristics may be subject to rejection for employment:
· Level and/or Type of education attained disagree with information given on the application.

· Dates of attendance and/or graduation date significantly disagree with information given on the application.
· The institution is not accredited by an agency recognized by the U.S. Department of Education or a state’s Department of Education.
Social Security Number Trace Policy

<< Company Name >> will conduct a social security number validation. If the applicant's social security number is not valid, was issued before the applicant was born, or belongs to a deceased person, the applicant will be given a chance to produce proof of the validity of his/her social security number before s/he is eliminated from the selection process. Proof of validity can be obtained by contacting the local Social Security Administration Office.

The second component of the SSN Trace reveals the applicant’s or employee’s address history and name usage. The source of address and name information is not the Social Security Administration but rather from commercial sources such as credit checks and applications, utility companies, banks, rental agreements, etc.  The purpose of obtaining an independent address and name usage history is to broaden the scope of the criminal history searches. Other names revealed may also help complete employment and education verification.  Adverse action will not be based on address and name history, but will only be used to supplement other searches. 
Driving Record Policy 

A safe driving record is important to certain positions within << Company Name >>. As a result; a driving record may be obtained on applicants who may drive company vehicles or personal vehicles for business purposes.  A DMV abstract may also be obtained for identity verification purposes. Any of the following events or combination of events in the past 12 months may be reason for disqualification for positions that require driving. 
· Suspended, Revoked, or Expired License 

· Driving while under the influence (DUI) or driving while intoxicated (DWI) charges 

· Habitual Offender or other offenses that rises to felony or misdemeanor level 

· Reached the maximum amount of points allowed but the state
Credit Record Policy 

A credit report may be obtained if the position includes access to or responsibility for business or personal financial information, check-writing or credit/debit card authority, or access to valuables or large amounts of cash. 
A history of personal financial irresponsibility as demonstrated by four or more instances of any one of the following events in the past 24 months may be reason for disqualification. 
· Profit and loss write-offs (uncollected debt that is written off by creditor) 

· Accounts sent to collection 

· Public record judgments (tax liens and public judgments for civil action) 

· According to federal law, a bankruptcy or medical related accounts will not be used as a basis of consideration
Adverse Action Policy
<< Company Name >> reserves the right to withdraw any offer of employment or consideration for employment, or discharge an employee, upon finding falsification, deceptive information, misrepresentation, or omission of fact on an employment application, resume, other attachments, or in verbal statements, regardless of when it is discovered.

Before an applicant or employee is denied employment in whole or in part because of information obtained in his/her background check (a consumer report), the applicant will receive a copy of the consumer report and a Summary of Rights under the FCRA.  The notice will include the name, address and phone number of the consumer-reporting agency in case the applicant or employee wishes to explain or dispute the accuracy or completeness of the report.  
Confidentiality 

The results of a background check are confidential and are to be shared with members of << Company Name >> on a strict “need to know” basis. Background check reports shall be maintained in separate, confidential files and retained in accordance with the Company’s document retention procedures.  Employment Screening Services, Inc., the consumer-reporting agency utilized by << Company Name >>, under penalty of federal and state privacy laws does not share, sell, or in any way disseminate information obtained on the employment application or any background check documents.
CLERICAL GUIDELINES

	                  VIOLENT CRIMES
	 0 – 1
	 1 – 3
	 3 – 7
	 Over 7
	COMMENT

	1st Degree Murder
	N
	N
	N
	R
	

	2nd Degree Murder
	N
	N
	N
	R
	

	Manslaughter
	N
	N
	R 
	R
	

	Negligent Homicide
	N
	R
	R
	R
	

	Aggravated Assault
	N
	N
	R
	R
	

	Assault with a Deadly Weapon
	N
	N
	R
	R
	

	Assault with a Dangerous Weapon
	N
	N
	R
	R
	Nature of Weapon

	Simple Assault and Battery
	N
	R
	R
	Y
	

	Armed Robbery
	N
	N
	N
	R
	

	Rape
	N
	N
	N
	R
	No working alone with gender of victim

	Sexual Assault
	N
	N
	N
	R
	No working alone with gender of victim

	Child Abuse or Elder Abuse
	N
	N
	R
	Y
	No contact with children

	Kidnapping
	N
	N
	N
	R
	No contact with children

	Child Stealing (parent)
	N
	R
	R
	Y
	No contact with children

	Public Indecency (not involving children)
	N
	N
	R
	Y
	No contact with children

	Contributing to the Delinquency of a Minor
	R
	R
	Y
	Y
	No contact with children

	Disorderly Conduct
	R
	R
	Y
	Y
	


	                  HONESTY
	 0 – 1
	 1 – 3
	 3 – 7
	 Over 7
	COMMENT

	Embezzlement
	N
	N
	N
	R
	

	Extortion
	N
	N
	N
	R
	

	Larceny (felony) – car theft (joy ride)
	N
	N
	N
	R
	

	Larceny (misdemeanor)
	N
	N
	R
	Y
	

	Shoplifting
	N
	N
	R
	R
	

	Forgery
	N
	N
	N
	R
	

	Fraud (false) Pretence and (I.D.) Theft
	N
	N
	N
	R
	


	                  OTHER CRIMES
	 0 – 1
	 1 – 3
	 3 – 7
	 Over 7
	COMMENT

	DUI/DWI
	N
	R
	Y
	Y
	No job first 7 years that might involve driving

	False I.D.
	R
	R
	R
	Y
	

	Drug Possession
	N
	R
	R
	Y
	Rehab completed?

	Drugs with Intent to Sell
	N
	N
	N
	R
	

	Cockfighting, etc.
	R
	R
	Y
	Y
	

	Campaign Laws
	N
	R
	R
	Y
	

	Illegal Voting
	R
	R
	Y
	Y
	 

	Medicaid Fraud
	N
	N
	R
	R
	

	Other laws that regulate conduct or status but to not reflect moral wrongs
	R
	R
	R
	Y
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