   

Employee Background Screening 
This is not a Human Resources form; it is background information about Employee Background Screening that is provided fro your information.

Background 
In most companies, the employment process is a combination of a written application and a verbal interview. However, you do not know if the information you received is accurate or if the applicant is omitting negative information that would give you a reason not to hire. Knowledge of prior criminal history is important, since seventy percent of crimes of theft are committed by repeat offenders. Conducting employment background checks demonstrates that you have exercised reasonable due diligence in your hiring practices and may help should you be sued later on. Moreover, informing prospective employees that you perform a criminal background check is in itself a screening mechanism, since individuals who have something to hide may exclude themselves automatically by deciding not to apply.

Types of Employee Background Checks

The issue of employee background checks is fairly complex.  There are many types of background checks, and performing all of them can be both time consuming and expensive, especially for small business owner. There are local, state and national databases, each of which covers certain types of criminal activity. A local or county search tells you if the applicant was convicted of a crime in that county, but not in other counties. State databases contain information about felonies and misdemeanors from multiple counties, but only if counties report the information to the state. A state search provides information about crimes committed in that state only. This is where “reasonable due diligence” comes in. As an employer, you need to balance your need for due diligence with how much you are willing to pay before hiring an employee. Depending upon the searches you perform, the cost can range from $10 to several hundred dollars per employee. 

Important rules about conducting criminal background checks:

Need for authorization prior to conducting employee background check

The use of Consumer Reports in employment situations is controlled by the Fair Credit Reporting Act (FCRA). Virtually all states require authorization from the person being screened prior to performing the search. The authorization form should specify only those checks that are actually being performed. For example, if you are not doing a credit check, your form should not ask potential employees to authorize you to do a credit check. A sample Employee Background Check Authorization Form is included as part of HR in a Box. Since authorization requirements vary by state, you should review this form with your attorney or a third-party authorized to perform background checks. 

Options for conducting background checks on your employees

There are numerous sources for obtaining criminal background information. The least expensive is likely to be through your state police department. Unfortunately, there is no standard website that provides contact information for this purpose in each state. Another place to start is the state Attorney General’s office. 

You can also obtain background checks from third party vendors. Most payroll providers offer a program for criminal background checks. Third party companies typically offer “packages” that group several types of checks. These packages vary in cost, depending on how extensive a search you want. The third party companies will provide you with a sample authorization form, but remember to customize your form so it only describes the checks you are actually doing.       









