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Checklist for Running a Background

Check

Here's a checklist for running a background check and some tips on interpreting the
results and taking action if necessary:

Identify Purpose

Determining the purpose of the background check is crucial as it guides the entire
process and dictates what information is relevant and permissible to gather. Common
purposes include:

e Employment Screening involves assessing a candidate's suitability for a job role,
ensuring they meet the requirements, and not posing any risks to the workplace.

e Tenant Screening involves evaluating the suitability of potential tenants for a
rental property, ensuring they have a reliable rental history and financial stability.

e Volunteer Screening: Assessing individuals who wish to volunteer for
organizations, ensuring they are trustworthy and suitable for the roles they intend
to undertake.

Obtain Consent

Before conducting a background check, obtaining explicit consent from the individual
being screened is essential. This is typically done through a signed authorization form
that clearly outlines the purpose of the background check, the information that will be
obtained, and how it will be used. Obtaining consent ensures compliance with privacy
laws and demonstrates respect for the individual's rights.

Gather Information

Collecting accurate and comprehensive information about the individual is essential for
conducting an effective background check. This may include:
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e Full Name: Ensure you have the individual's legal name, including any aliases or
variations.

e Date of Birth: Verify the individual's date of birth to identify them and avoid
mistaken identity accurately.

e Social Security Number (if applicable): In some cases, a social security number
may be required for certain background checks, particularly in the United States.

e Current Address: Obtain the individual's current residential address to facilitate
the background check process and ensure the results are up-to-date.

Choose a Background Check Service

Selecting the right background check service provider is crucial for obtaining accurate
and reliable information while ensuring compliance with relevant laws and regulations.
Consider the following factors when choosing a provider:

e Reputation: Choose a reputable background check service with a track record of
accuracy and reliability.

e Compliance: Ensure the service provider complies with all applicable laws and
regulations, such as the Fair Credit Reporting Act (FCRA) in the United States.

e Turnaround Time: Consider the turnaround time for obtaining results, especially if
time-sensitive decisions need to be made.

Select Scope

The scope of the background check should be tailored to the specific purpose and legal
requirements. Common components of a background check may include:

e Criminal History: Check for any criminal convictions or pending charges that may
be relevant to the purpose of the background check.

e Employment Verification: Verify the individual's employment history, including
past positions, job responsibilities, and reasons for leaving previous roles.

e Education Verification: Confirm the individual's educational qualifications,
including degrees obtained, institutions attended, and dates of attendance.

e Credit History: Assess the individual's financial stability and responsibility by
reviewing their credit history, including any outstanding debts or bankruptcies.
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e Reference Checks involve contacting personal or professional references
provided by the individual to gather additional insights into their character and
qualifications.

Initiate Background Check

Once all necessary information is collected, submit it to the chosen background check
service provider along with any required payment. Double-check the accuracy of the
data provided to avoid delays or inaccuracies in the results.

Review Results

Once the background check is completed, carefully review the results. Pay close
attention to the accuracy and relevance of the information to the purpose of the check.

Interpret Results

Analyze the background check findings to determine the individual's suitability for the
intended purpose. Look for any red flags or discrepancies that may raise concerns and
consider the context of any negative findings.

Take Action if Necessary

If the background check reveals concerning information, consider taking appropriate
action. This may include:

e Contacting the Individual: Reach out to the individual to provide them with an
opportunity to clarify or explain any discrepancies in the background check
results.

e Consulting Legal Counsel: Seek advice from legal professionals regarding
compliance with relevant laws and regulations, especially if adverse action is
being considered.

e Making an Informed Decision: Based on the background check findings and any
additional information gathered, make an informed decision while ensuring
fairness and due process for the individual involved.

Maintain Confidentiality
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Ensure confidentiality of the background check results and comply with privacy laws
and regulations when sharing or storing sensitive information. Safeguarding the privacy
of the individual is paramount throughout the background check process.

By following these steps, you can conduct a thorough background check, interpret the
results effectively, and take appropriate action while maintaining compliance with legal
requirements and respecting the individual's rights and privacy.

Tips for Interpreting Results and Taking Action

Verify Information

Cross-referencing the information provided in the background check with other reliable
sources helps ensure its accuracy and reliability. This may include comparing
employment history and educational qualifications with information provided on
resumes or applications, verifying addresses and dates of residence, and confirming
identity through official documents such as driver's licenses or passports.

Consider Context

When interpreting the results of a background check, it's essential to consider the
context of any negative findings. Factors such as the nature and severity of the offense,
the time elapsed since the occurrence, and any mitigating circumstances should be
taken into account. For example, a minor criminal offense committed many years ago
may be less relevant than recent or more serious offenses. Additionally, consider
whether the individual has demonstrated positive behavior or rehabilitation since the
negative event occurred.

Follow Legal Requirements

Adherence to applicable laws and regulations governing background checks is critical
to avoid legal liabilities and ensure fairness and transparency. In the United States, for
example, employers must comply with the Fair Credit Reporting Act (FCRA) when using
consumer reports for employment purposes. This includes obtaining the individual's
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consent, providing pre-adverse action notices if adverse action is contemplated based
on the report, and providing the individual with a copy of the report and a summary of
their rights under the FCRA.

Communicate Transparently

If adverse action is taken based on the results of the background check, it's important to
communicate the decision transparently to the individual affected. This includes
providing clear reasons for the decision, identifying the specific information from the
background check that influenced the decision, and offering the individual an
opportunity to respond or dispute the findings. Transparent communication helps
maintain trust and fairness, even if the outcome is unfavorable for the individual.

Document Decisions

Maintaining detailed records of the background check process is essential for
accountability, compliance, and potential legal defense. Document all steps taken
during the background check, including obtaining consent, communicating with the
individual, reviewing the results, and making decisions based on the findings. Keep
copies of consent forms, communication records, background check reports, and any
other relevant documents. This documentation can serve as evidence of compliance
with legal requirements and help justify decisions if challenged.

Seek Guidance if Uncertain

If uncertain about how to interpret the results of a background check or proceed with a
decision based on the findings, seek guidance from legal professionals or HR experts
familiar with background check processes and relevant laws. Consulting with experts
can help clarify any legal or ethical concerns, ensure compliance with applicable
regulations, and make informed decisions that are fair and equitable to all parties
involved.

By following these tips, you can effectively interpret the results of a background check,
take appropriate action based on the findings, and ensure compliance with legal
requirements while maintaining transparency and fairness throughout the process.



