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Appalachian District Health Department



Policy and Procedure Policy Name Personnel Policies Policy Topic Pre-Employment Background Checks



Section 100



Approved Date: 9-1-14



Chapter 131



Revision Date:



Purpose:



The Appalachian District Health Department (the District) is committed to providing a safe and secure environment for employees, clients and visitors as well as ensuring that the District property, assets and financial security are protected. In order to make an informed hiring decision, all employment offers are subject to the review and receipt of a satisfactory background report, which will include at the least information about criminal convictions, and may include information about a candidate’s financial status and previous employment.



Policy:



This policy applies to all appointment categories including volunteers. Background reports will only be used to evaluate a candidate for employment reasons and will not be used to discriminate on any basis prohibited by state and federal laws.



Procedure:



In order to ensure consistent application of this policy, the District Personnel Officer will conduct (through a third-party vendor) background checks, including information about criminal convictions, in accordance with the Fair Credit Reporting Act and any other pertinent laws. Any information regarding arrests without convictions will be disregarded and will not be a part of the decision to hire or not hire. If criminal convictions are reported by the candidate and/or are reported on a background check, these provisions will govern how that information is used in the selection decision. Previous criminal convictions will not automatically disqualify a candidate from employment with the District. The relevance of such convictions will be considered in light of at least these factors (other relevant factors may be considered as well): 1. Is consideration of this conviction job related and consistent with business necessity? 2. The relationship of the conviction to duties and responsibilities of the job being sought. 3. The nature and gravity of the conviction. 4. The time that has elapsed since the conviction or determination. 5. The circumstances surrounding the crime or misconduct. 6. The existence, number and type of other convictions. 7. The actions and activities of the candidate since the date(s) of the conviction.
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8. The rehabilitation record of the candidate. 9. Any professional opinions about the possibility or likelihood of the candidate’s future criminal behavior or other misconduct. 10. Evidence that the individual performed the same type of work, post conviction, with the same or a different employer, with no known incidents of criminal conduct. 11. The length and consistency of employment history before and after the offense or conduct. 12. Employment or character references and any other information regarding fitness for the particular position. 13. Whether the individual is bonded under a federal, state, or local bonding program. 14. The honesty of the candidate in disclosing or explaining the crime or misconduct. 15. Any related information. Background check records are considered to be part of the application document and will be maintained in the applicant’s personnel record. In accordance with North Carolina law, these application documents and related materials are considered confidential and will not be subject to criminal release except as required by applicable provisions of N.C. General Statutes Chapter 130A-42 and N.C. G. S. 153A-98. Applicants who refuse consent to a criminal background check will be considered to have voluntarily withdrawn their application from employment. To ensure that false or erroneous information has not been transmitted in the criminal background report and in compliance with the Fair Credit Reporting Act (FCRA), the following procedures will be followed: 1. If withdrawal of an employment offer is being considered on the basis of the information contained in a criminal background report, the District Personnel Officer will inform the candidate of the background report including preliminary notice of possible adverse employment decision. In addition, the District Personnel Officer will provide the candidate an opportunity to contest information contained in the 2|Personnel Policies – Criminal Background Check
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background report, by sending to the candidate a copy of the report and a “Summary of Your Rights under FCRA”. The notice and enclosures will be sent via certified mail with return receipt requested. 2. The District will wait five (5) business days from the date the return receipt is signed or ten (10) business days from the date of notice and related materials are mailed (if the return receipt is not submitted) before making an employment decision. 3. If it is determined that a candidate will not be extended an offer, the District will send the following information to the candidate by certified mail, return receipt requested: a.) The name, address and telephone number of the Consumer Reporting Agency (CRA) that provided the report, including a tollfree telephone number if the CRA compiles and maintains files on consumers on a nationwide basis. b.) A statement from the District that the CRA did not make the decision to withdraw an offer nor would they have knowledge as to why the decision was made. c.) Notification that the applicant has the right to: i. Obtain a free copy of the background report ii. Dispute the accuracy or completeness of any information in the report.
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