[Company Name]

General Employment Background Policy

As part of the process of determining an applicant’s qualifications and suitability for open positions, [Company Name] requires employment backgrounds on all finalists for a position.  The employment background reports will be conducted by RECON Management Systems, (RMS), a consumer reporting agency.  

All applicants for employment with [Company Name] are required to sign a notification and authorization form authorizing the appropriate employment background reports.   As prescribed by section 604(b)(2) of the Fair Credit Reporting Act, [Company Name] will present this form in a clear and conspicuous document separate from the application for employment.  Any applicant who refuses to sign the notification and authorization form is no longer considered eligible for employment.  [Company Name] will keep the signed notification and authorization forms on file for at least 5 years regardless of whether the applicant was hired or not.  

All employment backgrounds will include a search for criminal records and a review of credit records.  It may also include verification of information provided by the applicant including, but not limited to, work history, education credentials, professional licenses and references.  

For some positions, the background check may also include a driving record check.   

Exhibit 1 of this policy outlines the required employment backgrounds associated with various job types.  The following pages outline [Company Name]’s policies / procedures for each possible component.  

As prescribed by Section 604(3)(a-b) of the Fair Credit Reporting Act, if an applicant is denied employment in whole or in part because of information obtained during the background check, the applicant will be (1) informed that they are being denied employment because of information contained in a consumer report, (2) provided a copy of the report with a summary of their rights under the FCRA, and (3) given the name and phone number of the consumer reporting agency that prepared the report so that they may dispute inaccurate information.  

Criminal Records Policy

All applicants are required to disclose on [Company Name]’s application for employment if they have ever been convicted of a felony, misdemeanor and/or an ordinance violation.  As part of the process of determining an applicant’s qualifications and suitability for open positions, [Company Name] will conduct a multi-part criminal records check including:   
· A search of the statewide criminal records repository, and/or

· A search of county criminal court records in each county of residence revealed by the applicant and/or credit report.

If the applicant reveals a criminal conviction, [Company Name] will consider the job relatedness of the crime to the position being applied for.  The applicant will be disqualified if they disclose a conviction that [Company Name] feels presents a safety or security risk to other employees, customers, or the community.  

If the applicant does not reveal a criminal conviction in the space provided on the application, and the subsequent multi-part criminal records check uncovers a conviction record, the applicant will be informed that they have been eliminated from further consideration.   However, if the applicant has a legal basis to answer “no conviction”, such as a pardon or expunged criminal record, this paragraph will not apply. 

Education Verification Policy
As part of the process of determining an applicant’s qualifications and suitability for open positions, [Company Name] will verify the highest degree earned by the applicant.  

An applicant may be eliminated from further consideration if:

· The degree claimed by the applicant was not earned.

· The school is discovered to be an unaccredited institution. 

· The date of graduation / attendance significantly differs from the information provided by the education institution.


Employment Verification Policy

As part of the process of determining an applicant’s qualifications and suitability for open positions, [Company Name] will verify the work history information provided by the applicant.  

An applicant may be eliminated from further consideration if:

· The dates of employment provided by the applicant significantly differ from those provided by the previous employer.

· The job titles or duties provided by the applicant significantly differ from those provided by the previous employer.  

· The reason for termination provided by the applicant significantly differs from the reason provided by the previous employer.

· The previous employer reveals a history of poor performance.

· The previous employer reveals a history of unethical behavior, unexplained work absences, or frequent tardiness.

· Additional employers that were not reported are found.

Professional License Verification Policy
As part of the process of determining an applicant’s qualifications and suitability for open positions, [Company Name] will verify the professional license credentials provided by the applicant.  

An applicant may be eliminated from further consideration if:

· The license claimed by the applicant was not earned or is no longer valid.

· The governing body reveals substantiated claims of illegal or unethical behavior.

· The date of award significantly differs from the date provided by the governing body.
Driving Record Policy
As part of the process of determining an applicant’s qualifications and suitability for open positions, [Company Name] will complete a motor vehicle background check on all applicants who will operate a company vehicle or drive as part of their normal work duties.  

An applicant may be eliminated from further consideration if the report shows:

· The license is suspended.

· The license is fraudulent.

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

· A significant number of motor vehicle infractions.
Credit Check Policy
As part of the process of determining an applicant’s qualifications and suitability for open positions, [Company Name] will review the applicant’s credit history to determine financial responsibility.  

An applicant may be eliminated from further consideration if the report shows:

· Accounts turned over to collection.

· Public record judgments.  

· Uncollected debt written off by a creditor.

[Company Name] understands that situations like divorce or a medical crisis may affect an applicant’s credit history.  Therefore, credit records are only one component of the screening process at [Company Name].  
Reference Checking Policy
As part of the process of determining an applicant’s qualifications and suitability for open positions, [Company Name] may contact references provided by the applicant.  Applicants will be requested to provide the names and contact information of individuals who have first-hand knowledge of the applicant’s work performance.  

An applicant may be eliminated from further consideration if the reference interview uncovers:

· A history of unethical behavior, frequent unexplained work absences, or frequent tardiness.

· Information that significantly contradicts information provided by the applicant on his or her application for employment.  

· A history of poor work performance.

· Information that [Company Name] feels indicates a potential safety or security risk to other employees, customers, or the community.
Exhibit 1

Employment Background Components by Job Type
Job Type: [Category 1]
Job Type: [Category 2]
Job Type: [Category 3]
Job Type: [Category 4]
This document is not intended to be legal advice.  We recommend that you consult with your legal counsel before finalizing and implementing your own employment background policy.


