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Interim Policy and Procedures
for Fingerprinting and Conducting Background Checks

| A. Introduction

| ‘Over-thirly-years-age-bBeginning in 1974, the California State University system began requiring

. that campuses obtain the fingerprints of all new hires and conduct background checks through
the Department of Justice. The policy was modified over the years to focus on those who fill
certain designated positions, particularly those. who work in child:care, residence halls, health -
centers, those who. handle cash, student records and financial data; or whp work it budgét,

- accounting and payroll. offices, or who have access to master keys and pa s, or those in
positions usually requiring bonding: S '

to continge firigerprinting,
pragliee.” Thus, :for over

Fresno—StateCalifornia_State University, Fresno did continue this
thitymany years the University has had a procedure in place:

- staff and management positions.” - Background checks
positions whose duties are consistent with those outlined abo
are in Appendix A,

fingetprint ali-hew employees to
ve been done only on those in -
Sopies of past executive orders

' Twenty years-ageLater, when campuses were delegated the authority,

in the

ensuing years, so has-thedid interest in revisiting the sys em\_—wide;_poficy. In March 2005, the
- Chancellor's Office distributed new instrugtions to ¢ j “olitfiing the types of background
‘checks that are to be performed and regnfiriming theguthority of each campus to conduct such
checks. ' F- BT ' :

I As the-sensitivity to identify theft and securit;_c:has—heigtl__tened i

B, Policy

| The need to protect the Jitiversity-university learhing and working environment must be balanced
with the need fo protect the privacy of the applicant or employee. Background checks may
include checks of .employment récords, degrees and certifications, social security records,
workers' compensation claims, criniinal' records, civil records, credit reports, motor vehicle
records, and in some caSes sex offender registries. :

For _Staff. Employees: __ Designated university
employeeEmployee 8 appointed for more” than

* ninety (90) days, and successful eandidateCandidates for designated sensitive-positionSensitive
Positions™asting mdre than ninety (90) days shall be fingerprinted. GandidateCandidates who
are fo be | and eripleyesEmployees of the university who are appointed or transferred to
ensitive- gnSensitive Positions® or who acquire new job duties that are within the scope of a

sensitive positionSEnsitive Position are required fo undergo a background check.

A background check shall be conducted on successful candidateCandidates for all sensitive
positionSensitive Positions appointed “for’ more than ninety (90) days, including
velunteerVolunteers and consultantConsultants performing duties considered comparable to
those of sensitive-pesitionSensitive Positions. The background check will normally be completed
prior to the effective date of appointment and, in any case, the appointrent shall be contingent on
successful completion of a background check. The new or promoted empleyesEmployee may

work while the results of the background check are being obtained by the Universityuniversity.

! Defined in'Appendix C. The President may add or delete classifications at any time,
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For Prospective Faculty: As part of the hiring process, and as a pre-cond:t;on to emg!oymen ;
Candidates for Facuity appointments lasting -more than ninety Vol

shall be required to provide fi ingerprints for the purpose ofa cnmmel background check using the
Live Scan process. (See Paragraph DC.1. below.)

. For Incumbent Faculty: Faculty (including Volunteers) shall be subject to background checks '

(including. as appropriate. criminal records, motor vehicle records, and sex offender reglstrles) as
a condition of aining university clearance to perform any of the following:

(1) Work in_connection thh any multt—dav .camp. or clmlc offered -to minor chlldren and
- hosted by the-university, a university-auxiliary, or.an outside entity: -

(2). Direct supervision of non-matriculated students who are. mlnors--fsuch as teachln at

university High School, mentoring Science Fairstudents,-etc.;.an

~ {3)_Research on human subjects who are minors {not including matrigula

,'Iihis po'licy. applies to all 'sfaté po'sitions.

] S ' BC. Procedures

'The purpose of these procedures is to establish’ protoco 5 uidelines for background checks
| which maintain the. public trust; and. protect the stidents employees of the university by
.. ensuring a thorough hiring process. ; These- procedb Bs do- not apply in instances where the
| campus is conducting an mvestlgat:on of a current & reeEmployee for alleged wrongful

conduct. The procedures may vary for sworn posmons in pubhc safety and for drspatchers where

additional rules apply.

1. Departments Affected-

| 7 AII organlzatlonal umts of the Jslunl\fersuty are covered by this policy.

2. References (see Appehdix Aforbc, e and f)

~a) . Educat:on Céde: Secti n.89535 (g) and.(h)
- b). FSA 82:31, Revision of Policy on Fingerpnntmg of Employees
- ESR 85-72 angerprintlng Practices .
4R-2002-23"Selection-of CSU Rolice Personnel and Police Offlcer Testing
“9005-10 Bagkground Checks
f) HR 2008-25 Background Checks — Updete CSU Employees Working at Sports Camps
and Cliniés”

3. Definitions

| o .a) CandidateCandidate — an individual who files an employment application for a posted
vacancy, has gone through a recruitment and selection process, and has been identified

2 Educatioh’ Code 89535 réads ;‘Any Permanent Or Probationary Employee May Be Disiissed, Demuoted, Of Suspended
For The Following Causes: ... {G) Conviction Of A Felony Or Conviction Of Any Misdemeanor involving Moral
Turpitude (H) Fraud In Securing Appointment ...
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as a-potentiaithe nominee for the Vacancy -empleyee

c) Faculty — an indi_vidual who is employed by the university in CSU Bargaining Unit 3.

ejd}Volunteer - anyone who has been approved by a manager to work for the university
without compensation and who has completed the Volunteer Application and
Appomtment Form. .

e )Consu!tant — anyone who is compensated by the aners#y— nlverstgg pursuant to the

- policy on hiring consultaints.

e)f) Release Form — a campus approved form (see Append ) lndlcatlng th ty
background check(s) fo be conducted. The form shall be:sign d_,and retumed(by the
candidateCandidate, empleyeeEmployee, vetunteer—\folunteér Or séasilia
prror to the initiation of the background check -

f)g)Sens;tlve Positions — Per HR2005-10, posmons requiriny;: a background check may
involve, butare not limited to, those which héve! - R

1. responsmllrty for .the ‘care, safety and secuhty of peopte mcludlng chlldren and
minors, or property,
2. direct access fo, or control ‘over, cash checks credxt cards andlor credit card
account information, .
authority to-commit f:nanc;al resources of the unwerstty— mversrty through contracts
greater that $5,000,
- control Gver campus busmess processes elther through functional roles or system
security access; -
5. acecess to detatled persona!ly |dent|fab!e mforrnatton about students, faculty, staff or
~alumni, whiéh might: ¢hiable identity: theft,
6. accesg. ta cofitrolled substances or :
_ 7.. posssssion, of building master or sub- master keys for burldmg access or regu!ar
access to stich keys, ‘

A W

_,es" of the- aboye tnclude all management (MPP) coachrng, health center, child 7
[ care cehter and public’ safety posmons POSItIOﬂS in the sciences and on the farm- that

ions fofwhich a background check is required by law, and sandrdateCandldates for
osition Who indicate or admit to. a felony conviction or conviction .of certain

eanors at the ttme of application. A complete list of affected positions is in
* Appendix:C. o

g—}h)CnmmaI H(storv Statement - completed: by the California Department of Justice in

Sacramento after information has been digitized in local, state, and federal files that

" indicate all arrest and conviction records on a sasdtdateCandidate The Department of

Justice may submit the Ciiminal History Statements to the Chief of Police, the Direstor

efAssociate Vice President for Hurian Resources, -or the Associate Vice President for

* Academic Personnel, depending on the method of fingerprinting used. . Information from

traditional hardcopy fingerprinting is returned to the Chief of Police. Results from the Live
Scan process are refurned to the others listed. .

hyi) Detailed Personally {dentifiable Information which M_ight Enable Identity Theft - based on
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California Civil Code Section 1798.29, personal information means an individual's first
name or first initial and last name in combination with any one or more of the following
data elements, when either the name or the data elements are not encrypted
1. social security number,
2. driver's license number or California Identlﬁcatlon Card number, or
3. an account number, credit or debit card number in.combination with any required
security code, access code, or password fhat would permit access {0 an
individual’s financial account.
Personai information does not include publicly avallable infarmation that is lawfully made
| - available to the general public from federal, state, or local government records..

4, Responsibilities of Human Rosourcés and Academic Personnel Servii

a) Initiating the process

:Human ReSources' and Academic = Person 5]

- candidateCandidate, employeeEmploves;
' with information and necessary forms to be comp[et

_decuments assoclated with the - background check must ¢

-+ confi Ematlon from. the firm will' sufficea
have been conducted in compllance with t

b) Recelvmg results from fi ngerprlnts

if the background check.is g rated through the automated fi ngerpnnt process, Live

: " Scan, then results will” be ‘electror ically sent: ‘and: accessed by one of the Live Scan

| * Administrators, either-the Director-a '-ssootate Vice President for Human Resources or
the ‘Associate Vice Pig sident for AcadEmzc Personnel. If the background check is
generated throGgh the manual fingerphint process, the Chief of Police will contact the

‘ Director-ofASsociate Vice sxdent for Human Resources or Associate Vice President

for Aoademtc Personnel if Criminal History Statement is

returned on a eand@ateCandtdate— or empleyee—Emgloyee as patt of the employment
progess.

"Decasmns about empioyment

evzew 'of.a criminal history report will be conducted by the Birector-Assaciate Vice

ident for ‘of-Human Resources or the -Associate Vice President for Academic

fiel, in consuitation with other administrators, as appropriate. If it is determined

ackground reports may preclude employment, the results of the review will be

forwarded to the appropriate Vice President for a final decision.  If an. individual has a

- criminal case pending, his or her su:tabtitty for continued employment may be rewewed
upon disposition of the case.

The determination as o whether a criminal record or other background check results may
- preclude employment is based on a review of the job duties and the nature of the
background check resuits. [f the background findings are unrelated to the assigned job
_duties, they will normally not preciude employment. Alternatively, certain types of
-convictions will automatically preclude hiring or promoting individuals info sensitive
positionSensitive _Positions. For example, individuals with convictions for theft,
embezzlement, identify theft or fraud will not be hired into positions- with fiduciary
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Tesponsibilities. Each case wrll be reviewed on an :ndiwdual basrs taking into
consideration the following criteria:
. 1. seriousness of the crime or misdemeanor,
2. relationship between the job duties and the convrctron
3. "age of the eand*dateCandldate or empioyeeEmgloyee at the time of the
' conviction,
4. applicant’s conduct; performance and rehabilitation efforts since the conviction,
- 8. whether or hot the conviction was revealed on the employment application, and
6. past determinationsin similar cwcumstanoes

-‘ The appropriate off fce will provrde a summary of the results of the background check to
the eandrdate-Candldate or the empleyeeEmgloye

if addltronal background reviews are necessary (as in the case of s
dispatchers) all information requested of the eandidate-Candidate or
will be sent by Human Resources fo the appropriate ven; .

the Birector-ofVice President for Human Resources a repdit.
and a summary will be provided to the sandréateCEndrdate or
required by appllcable law. .

5 Responsrb:lrty of empleyeeEleoye

i Upon any conviction of a cnme other than-a:mi

a sensitive-positionSensitive Position is régi
. Directorof-Associate Vice Preszdent for Hu

for Academic Personnel

to r port the conwctlon immediately to the
s;or the Associate Viee President

AN appeal by the eaﬂdrdateCandldate or empleyeeEmpEoye .may be made to the

~ appropriate vice president if the mdlvrduaf beligves the information provided is inaccurate.
The appeal will-be réferred-to another vice pre5|dent not involved in the |n|t|ai employment
decision, whose decision shaI{ be final.

GD Methods of conducting background checks

Background checks rnay be conducted by several means.

1. lee Scan

The lee. Bcan process is an automated fingerprinting process in which fngerprrnts are
~ electronical

y-scanned ‘did sent directly to the California Department of Justice, which uses them
to conduct a Cfiminal history search. For prospective Ffaculty, incumbent Faculty subject to

background chéck’ under Section B.. and for staff and management appointments to sensitive
pesitienSensitive ‘Positions- other than sworn police officers, this electronic process will normally

- be used. Human ‘Resources or Academic Personnel are responsrble for ensunng that the

processing is completed in a timely manner.

a) The-individual will be given a Live Scan request form (BC118016 or BC118016A) to
complete and bring to the campus Police Department within ten. (10) days of hire. This -

- form serves as the release-formRelease Form, (see Appendix B) -
b) ' The individual will make an. appomtment with the- campus Police Department to have

Traffc convnctlons must be reported if the individual is responsible for operating umverslty vehicles. All DUI
convictions must be reported by any individual in a position of risk.
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: _flngerprints taken within 10 days of the effective date of hirg.
c) At the time of the appointment, the campus Police -Department will take ﬁngerprlnt
impressions, process the Live Scan form, and electronically send the information to the
Depariment of Justice.
d) Results from the review by the Department of Justice can only be accessed
. electronically by the Live Scan Administrators, the Director-ofAssociate Vice President
for Human Resources or the Associate Vice President for Academic Personnel. '
- e) The Director-ofAssociate Vice President for Human Resources or the Associate Vice -
President for Academic Personnel will review results from the Department of Justice and
determine if additional consultation is necessary, or if a job offer may be rescinded.
f) If a job offer is rescinded, the individual will be- provided: W|th a copy.of the Jnformatron
received from the Depaitment of Justice.
g) If a job offer is rescinded, the individual may appeal the demsron to
- president. ' 7y
h} After a decision has been made, the information necessary to- documen the hiring
- decision is noted in-the recruitment file and ail other reports 'destroyeg:i ’

propriate vice

2 Manual Flngerprmt Process

Lay The individual quI be. provrded a.fe
Human Resources or Academrc Personnet
Appendix B)

b) The individual will make. -an: apporntment with the Police Department to- have the
-fingerprint card-completed..
c) ' The: completed - fingerptint -card- er be returned by -the- Polrce Department to- Human
* Resources of Acadernic Personnel Sérvices: -
-d) The fingerprint oard will'be mailed to tfie:Départment of Justice foraflngerprrnt review.
e). The Department of Justice:will return results of the fingerprint scan to the Chief of Police

i _rm,.,to_lrcomplete.- anhd return to
ices‘wjthin-ten (10) days of hire. (see

who will provide them to the Directer-cfAssociate Vice President for Human Resources or
the AssodiateVice President
f) The D+reeter—-efAssoorate Vice:
Presi

ademic Personnel.

resident for Human Resources or the Associate Vlce
Academrc Personnel will review the results from the Department of Justice
Af-addifional consultation is necessary, or if it may be necessary to rescind

ajob offer.
gy '_"If a Job offer is rescinded, the individual may appeal the decision to the appropnate vrce

ec:|S|on has been made the information necessary to document ‘the hirrng
decrswn is noted in the recruitment file and all other reports are destroyed

3 Other types of background checks

Degree Verification: The Waiversity-university is required to verify the college degree for the final
candidateCandidate for any position requiring a college degree and for anyone who states on his-
or her application that a college - degree has been completed. * This includes current
| employesEmplovees being. appointed “to a new position. The university -¢r search firm may
contact the granting institution dlrectiy, or may ask the sandidateCandidate or
empleyeeEmployee to request a certlt' ed copy of the transcript documentmg the awarding of the
- degree,
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Reference Checks: References chiecks shall be made for all candidateCandidates for any
- position. Contact may be made by the hiring manager or members of the search committee
pursuant to the applicable hiring policy.

Credit Check: Depending on the specific job duties a credit check may be required. If a credit
check Is requested, applicable federal and state statutes shall be followed. These include the
Fair Credit Report Act (FCRA; 15 U.S.C. Section 1681), the California Information Practice Act
(Civil Code Section 1798.17), and the Labor Code (Section 432.7). The positions designated for
* credit checks are listed in Appendix G and include only the most senior level positions.

Department of Motor Vehicles: If a candidateCandidate or employeeEmploveé:of the university is
required to drive on university business, the individual's driving record shall tained from the

Department of Motor Vehicles and may be reviewed by the Risk Marager. tn some situations,
where the need to drive is immediate, the ¢andidateCandidate or employeeEmployee may be
- requiredto provide the driving record from the Department of Motor-¥ehicles to the Risk-Manager
at the point of hire or before. ST o

If a specialized driver's. license is required for a position, the-ggndidateCandidate for the position
must provide proof of the specialized license. In certain ca: £s includ'iﬁg_(,;b,ut not limited to
empleyesEmployees whose primary responsibility. is driving &t employeeEmployees who
routinely transport groups of students, faculty or.staff;"a more thoreugh Department of Motor
Vehicles check may be conducted. : ’ S ‘

Professional Licenses: If a professional license is‘i"é@i‘uiréii-*:fq‘o"r?é-i:f)ﬁjs'i'tion, the candidateCandidate
must provide official proof of the professional licensg;. The documentation provided by the
candidateCandidate may be independently verified by the dniversity.

Approved by the President as Ifterim Policy-August 25, 2006
Posted as Interim Academic Policy March 25, 2009
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Appendix A ‘
-Prior California State University Systerm Executive Orders
and Technical Letters
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Appendix B
Release Forms, Sumimaries of Rights, and
Live Scan Request Form
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California State University, Fresno
Applicant/Employee
Disclosure Statement
FCRA - ICRA?

tn connectlon with your appllcatlon for employment or consideration for a different position at the
Universityuniversity, a consumer report or an investigative consumer report may be obtained as

‘part of a-background check. The University-university has identified in Appendlx C those
positions that require background checks.

The consumer report or mvestigatwe consumer raport, will be used for em'plo'y,_“
- evaluate an individual for: employment, promotion, reclassification, reaSS|gnment

an employee. The University-university will obtain any such reports;
phone number of the specific consumer reportmg agency to be use

: ‘purposes to

The background check may include mformatlon concerning .y T'
employment history,
‘education,
qualifications,
motor vehicle record, " W

. character, general reputat:on and personal charactenstlcs as they relate you your job
duties,
social security verification,

'pollce and criminal records
civil records, A

- workers' compensation- clalms T ‘ :

credit and mdebtedness history (only for semor admlmstratwe posmons)

e e s e

This information may be. obtalneqa-from pubhc records through personal interviews with your
friends or associates with-whom oy are acquamted or who may have knowledge concernmg the
above items of infortm: ”tton in compi f ‘e with applicable law. :

Attached to thls Dlsclosure Statement are: 1) & summary of your rights under the federal Fair
nd 2) a summary of the provisions of Civil Code Section 1786.22,
tigative Consumer Reporting Agencies Act (ICRA) that sets for
certain ‘duties of :nvestsgatlve consumer reportlng agencies to provide you with files and
information. . ,

You must ack’how!edgé-below recelpt'of this D:sclo.sure Statement. You miust also authorize in
writing the procutement of the consumer report or investigative consumer report before such a
report may be obtalned A separate authorization form is attached.

I hereby acknowledge that | have received the AppllcantIEmployee Disclosure Statement,
FCRA - ICRA.

Print name:

Signature,____ ‘ . Date:_

* FCRA: Fair Credit Reporting Act — Applies only when an employment background check is prepared by an outswle

- - screening company.

ICRA: California Investigative Reporting Agenmes Act Applies when a third party conducts the background oheok
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Celifomi'a Investigative Consumer Reporting Agencies Act (ICRA)

A Suihmary of Your Rights Under California Law

“Under California law, upen presentation of proper identification” you are entitled to find eut
from an investigative cansumer reporting agency (CRA) what is in your file as foliows:

1. In.person, by visual inspection of your file during normal business hours and on
reasonable notice. You may be accompanied by one other person of your choosing,
‘who must furnish reasonable identification. The CRA may reéquire you to furnish a.
written statement granting permission to the GRA fo discuss you Ie in such person's
presence. :

2. By obtaining a summary of it via telephone call, if you have madg a:
with proper identification, for telephone dlsc!osure and the toll ch ge
telephone call is prépaid by you or charged directly to

3. By requesting in writing, with proper identification,th:
specified addressee by certified mail. The CRA-complyin E B
certified mailings shali not be liable for disclesures to “third paﬁies ceused by
mishandling of mail after such ma:lmgs leave the ifivéstigative ORA

itten request,
y, for the

: The CRA may not charge you more than the actual copyin costs :;fbrowd:ng you with a copy of
your file. The CRA will provide trained personnel to explain any infarmation furnished fo. you.
The CRA will provide a written explanation of any ¢oded ififormation contained in files maintained
on you. If you choose to visually inspect the file under op’uen 1 above this written explanation will
be provided whenever the file is provided to you.

Please note that the CRA used by Fresno State is-
“[name, etc]

% The term ‘proper identification” as used above shall mean that information generally deamed sufficient to identify a
person. Such information includes documents such as a valid driver's license, social secunty number, military
identification card, and credit cards. Only if the consumer is unable to reasonably ideniify himselffherself with the
information described herein, may an investigative CRA require additional information concernlng your, employment and
personal or family history in order to verify your identity.
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California State U'niversity, Fresno
Applicant/Employee Authorlzatlon
FCRA - ICRA® -

1, ' : - lprint name], hereby authorize. California State
University, Fresno to obtain a consumer report ar an investigativé consumer report about me from
t [agency name, efc] -in connection with the umvepatys— niversm,[s assessment and
_consideration of my application for employment or any of the other purposes described in the
l Disclosure Statement .provided to me by the Universityy mvers:ty | ackng
received the Disclosure Statement and have read it and the aftachments thordl

dge thaf | have

| hereby authorize and request, without any reservation, any pres i i '__‘_!As‘éhool
a_g"enc:ies, or

sk uniuersity and/or
[hame of agency] with any and all background information in their pi sessmn fegardlng me which

police.department, financial institution, division of motor vehtole cons mer

other persons or agencies havmg knowledge of me fo furnigh the

may be obtalned pursuant to law, in order that my emp]oy ent quall

ﬁca‘t’ nmay be evaluated.

. 1 also agree that a fax or photocopy of this 'éuthorizgiis W mysngnature is to be accepted with

the same authority as the original.

Signature: _ 7 | Date:

0. if you wou!d !fke to rec;elve a copy of the mvestlgatrve consumer repon‘ if one is obtained,

: ,:_please oheck this box and you wilf be provided a copy within 3 busmess days of the date
":t 18, recerved by the Unwe;s;ty niversity.

" Return signed form to
th’é office of H_umah Resources (staff and managers), or
Academic Personnel Services (facuity)

¢ FCRA: federal Fair Credit Reporting Act Act — Applies only when an employment background check is prepared by an
outside screening company. ]
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ICRA: Ca!ifbrnia investigative Consumer Reporting Agencies Act- Applies when a third party conducts the background
check. ’ ' ‘
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California State University, Fresno
Request for Information from ApplicantEmployee and
California Information Practices Act Notice

Print name: . ) .
| Last First | Middle
Birth dafe: ' {(mm/ddfyy) Social security #:
Driver's license #: ' Btate (if other than California):
Business pherie # - Home bhone #: -
Email: |

.Current méiling address:

Current home address (if different than above): _

Other names you have used:

Draft Revision dafed October 25, 2010 jrw

MAPP No. G-62

Have you ever been convicted ofacrime? o No o Yee,;:—;_kcomplete information below

. Crime. ‘ Date . City/County/State

Date - Gity/County/State

* Crime
Aftach additional page | if n:éeded

Iinformation Practlces Act Notice (Civil-Code Section 1798.17)

This information is being requested by California State University, Fresno (the University). The University is
authonzed to maintain thlS tnformatson pursuent to Educat:on Code Section 89500 89535 and CSU
1

For staff and management positions: For facufly positions:
Ms. Janice A. Parten Ms—Jdanette Redd WilliamsDr. Ted Wendt
' DirectorofAssociate Vice President for Human Resources interim Assosiate-Assoc. Vice

President for Academic-Persennel Academic Personnel
5150 N. Maple Avenue M/S JA 41 5241 N. Maple Avenue M/S/ TA 55
‘Fresno, Calif. 93740-8026 : Fresno, Calif. 93740-8027 -
559-278-2364 559-278-3027 '

Signature: o Date:
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Return to Human Resources or Academic Personnel Services
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For CSU Presidents . | _ © Reference:  HR2005-10

Frati;  Gall E. Brobks _
Human Resources

Bckeround Chenke - Uptate: CSU Employase Workiny at Siort

: - Audisiea: et Pré’s@ents; Vice Pragidents, HR Officers, AVPs/Deans of Faculty Affairs and -
: : cammpus desihess responisible Yor adiinistering efployient prograys. |

Action Hem; : -‘Cqﬁdtfct background checlcs for applicantsiemployees as required by 1tﬁs-pbﬁcsn

1 Affected Eiplojse Al
|| GroupsiUnits;

Sumnrary

: ' This update indorgarat‘es néw.'.béckgrm;nd check requitements fof individuals who staf carmpus-hosted sports § |

1 campsfefinies,

The fallowing is prdngéjgd as an addendum fo-the biackground check guidefines published i HR 2005-10. The
Temaindsr of the guidefies stated in HR 2005-10 do not changa. : :

 Audit: Report 07-40, Athlefios Administration, Systerwide; discussés the subject af Backdround Checks for

individuals who staff campis-hosted sports sarmpsicilnics. The auditors found that sueh individuals were not

bl sublectad to background chegks af the sampuses.  The rajioit comments that, "the ‘absence of
‘background chepks ihcréases: the Tisk of happreptiafe persormel assignmerits for sports camps and clinics,

‘potentially damaging CSU's reputation and leading to financial liability.”

" The audit report concludes that there Is a nesd fo subject coaches and counselors working. at sports
_campsflinics to Backgroiind checks.

To comply wifh that recomimendation, thé following requirements will apply, effective January 1, 2000;
- 1. Sports camps and clinics covered by this paficy include all aﬂil.éticalfy related camps and skills clinics

that take place on a CBU campus including, But not fimited to, those ofganized and sponsorad by the
campus, by ah auxiliary organization or by an cutside eniy. '

“Distribution: | T
- G8U Changellof Associate Vice Presidents/Deans of Fapulty Affairs
Vice Presidents {altcampus vice presidents) ‘Human. Resoltees Officers

- GeneralCoungel ' Athlsetic Ditectors
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2 Background checks {including cnmmal records, motor vehicle records and sex offender registries) are
required for all individuals at the time they are hired by a CSU campus fo perform any work at a CSU
sports campfclinic operated by CSU, a CSU auxifiary or by an oulside entlty This requirement also
applies to CSU Volunteers before they begin working.

3. Background checks (including criminal records, motor vehicle records and sex offender registries) are
© required for all existing non-represented employees and CSU Volunteers who perform any work at a
CSU hosted sporis campicknzc operated by CSU, a CSU auxiliary or by an outside enfity. '

4 The gu1delmes in MR 2005-10, Background Checks, appiy to the background checks referred to in.No. 2
and No. 3 aboye.

~ The CSU is 'examinlng potentlal meet and confer Issues regarding conducling background checks for existing
represented employees who work at CSU hosted sports camps/clinics. '

If- you have questions regarding this - policy, pleasé contact’ systemwide Human. Resources at
(562) 951-4411 or your campus counsel. This document s availablé on.the Human Resources Administration

o Web site at: htlg fwww.calstate, edulHRAdmlmemos shtml.

_GEBlbg



Date:
To:_

From:

Subject:

- THE CALIFORNIA STATE UNIVERSITY
Office of the Chancelfor’
401 Golden Shore .
Long Beach, CA 90802-4210
' (562) 951-4411

March 1,2005 - - Code: HR 2005-10

CSU Presidents

Jackie R. McClain , !' .
- Viee President

Human Resources

Background Checks

INTRODUCTION S | |
California State University (CSU) presiderits have delegated authority to establish

. campus requirements for background checks for applicants and university employcés

within the guidelines heréin, as determined appropriate, to help protect the campus

-community and its assets. The need to investigate an applicant or employee must be

balanced with the need to protect the privacy of'the applicant or employee. Background
checks, which may include checks of employment records, social security records,

-workers” compensation claims, criminal records, civil records, credit reports, ‘motor

vehicle records, and sex offender registries, may be initiated as a part of the selection
process. As well, fingerprinting may be used to accomplish background checks.

If a campus creates a background check policy for the fifst time or revises its current

. background check policy, the campus will need to contact its Chancellor’s Office labor

relations representative before the policy is issued so it can be réviewed for potential
notice and meet and confer issues. [fa campus has an existing background check policy
in place, no action is required. - ‘

‘The campus president determines the appropriate entity to condiict background checks.

Background checks may be conducted by an outside vendor or by a campus department.
If an outside vendor is used, complicated notice and reporting requirements will be
required. These are described below only in general terms: If the campus conducts its

own background checks, it must still comply with the Information Practices Act, Civil .

Cade § 1798, et seq. It may be appropriate to consult with systemwide Human Resources
or the campus counsel, as needed. As determined appropriate, background checks may be
conducted for applicants and employees hired, promoted, reclassified, retained or

- reassigned to sensitive positions. Background check requirements may apply to
" volunteers and consultants. This policy does not apply in instances where a campus is

conducting an investigation of a current employee for alleged wrongful conduct,

Distribut

ion: _ _ .
Chancellor Police Chiefs

" Vice Presidents, Academic Affairs Human Resources Directors
Vice Presidents, Administration Risk Managers

Associate Vice Presidents/Deans, Faculty Affairs | Director, SOSS

" General Counsel
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' CAMPUS RESPONSIBILITIES
1t is the campus responsibility to:

e develop and maintain gcneral written gmdeimes regardmg background checks
‘that comply with governing laws, including provisions to obtam the
applicant’s or employee’s authorization when required.

e develop a process for the employee to chaliengc the accuracy of a background
check report and to ensure that information regarding the process is prowded
to the employee at the time the authorization form is provided.

o determine whether a position should be designated as sensitive and document
that information on the position description. '

e ensure all recruitment information, announcements and position descriptions
state if a position requires a background check.

= initiate background checks either itself or by using an outside vendor prior to

“the hire and ‘transfer, reclassification, promotion or reassigiment of
- Individuals into sensitive positions, if determined appropriate.

¢ notify the individual under consideration for a sensitive position that offer of

~ “any personnel action is conditional on successful completion of a background
check and that falsification of information provnded may be cause for
corrective action or rejection. -

“ e mamtam confidentiality of background check mforma‘aon

POSITIONS SUBJECT TO BACKGROUND CHECKING
The campus premdent' or designee, shall determine whether a position is a sensitive
position that requires a background check. Such.positions may uwoive but are not
limited to, those which have:
° 1espons1b1hty for the care, safety and secunty of people, mc]udmg children
and minors, or propetty.
e direct access to, or control over, cash, checks, credlt cards, and/or credlt card
account information.
¢ authority to commit financial resources of the un1ve131ty through contracts
" greater than $5,000. '
s control over campus business processes, either thlough functional roles or
_ system security access.
e access {o detailed personally 1dent1ﬁable information about students f'aculty,
staff or alumni, which might enable identity theft.
e access to controlled substances.
possesmon of building master or sub-master keys for bulldmg ACCESS.

- USE OF BACKGROUND CHECK INFORMATION
The entity that conducts the background check will provide the results of the check to the
campus human resources or faculty affairs department, as appropriate, which will
determine whether the individual is suited for employment in the position for which
he/she applied. If the background check reveals a conviction relevant to the sensitive
position, the individual may be disqualified from holding the sensitive position. In
making such a decision, the campus would consider the nature of the crime, the job for
which the applicant is being considered, when the crime and the convzctmn occurred and
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the applicant’s conduct, performance and/or rehabilitation efforts since. Certain types of

convictions should automatically preclude hiring or promoting individuals into sensitive
positions. For example, individuals with convictions for theft, embezzlement, identity

" theft or fraud should not be hired into positions with fiduciary responsibilities,

Individuals with convictions for child molestation and/or other sex offenses should be
-precluded from employment that involves direct unsupervised contact with children,
students, outreach programs or access to residence facilities. Individuals with workplace
or domestic violence convictions or other convictions for behaviors that would be
mappropﬂate for specific jobs may be denied certain empioyment opportunities. This list
is not inclusive, but illustrative. Other information revealed in background checks, apart
from criminal convictions, also may affect campus employment decisions,

GOVERNING LAWS B
CSU background checks are subject to a number of federal and state statutes. These
include the federal Fair Credit Reporting Act (FCRA), 15 U.S.C, § 1681, et seq.; the
Investigative Consumer Reporting Agencies Act {ICRA), Civil Code § 1786, et seq.; the
Cornisumer Credit Reporting Agencies Act (CCRAA), Civil Code § 1785.1, ef seq.; the
Information Practices Act (IPA), Civil Codé §.1798, ef seq.; and Labor Code §432 7.
- Although FCRA and ICRA overlap, both statutes apply to CSU. Their key provisions are
+ similar but not 1dent1ca]

FCRA

FCRA covers “consumer reports” issued for multiple purposes, including credit checks,
but FCRA also governs employment. background checks for the purposes of “hiring,
promotion, Tetention or .reassignment.” FCRA applies only when an employment
background check is prepared by an outside screening company. When an outside
company prepares the report, FCRA requires the employer to:

‘e Give the individual notice on a separate document that consists solely of the
notice that a report may be obtained.

e  Obtain the individual’s permission in writing for pleparatmn of the report and.

' obtain specific permission if medical information is requested.

e Give a special notice if the individual’s neighbors, friends or associates will
be interviewed about character, general reputation, personal characteristics or
mode of living. Thls :s called an “investigative consumer report” under
FCRA.

o The campus must give a pre—advelse action notice” along with a copy of the
background report before an adverse action is taken. For applicants an adverse.
action occurs when the campus decides not to hire the individual based on
information in the report. For existing employees, an adverse action might be
a termination, a demotion or a decision not to promote the employee.

o Give individuals a second notice after an adverse action, telling them how to
dispute inaccutate or incomiplete information.

The individual is entitled to obtain a copy of the report from and review background
- check files  compiled and maintained by the outside company - regaldless of the
employment outcome.
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If the campus does not hire a thitd party to conduct the background Investlgatmn but
compiles the rcport itself, the FCRA prov:smns do not apply.

While FCRA disclosure and approval requirements for background checks by outside
vendors do not apply to mvestlgat:lons of suspected misconduct relating to employment
if such an investigation is conducted by an outside vendor and adverse action is taken
- based on that investigation, FCRA requires that the campus must disclose to the
employee a summary containing the nature and substance of the consumer report on
which the adverse actlon was based except that the sources of mfmmatlon need not be
disclosed. -

The FCRA text is available af: http://www.ﬁogov/os/statutes/ﬂsO13lfcra.bdﬁ Further
information about FCRA_ is available at http://'www.ftc.cov/os/statites/Terajump. htin.

ICRA

The CSU also is sub_;ect to. the ptowsxcms of the California law, ICRA, which include
notice requirements and the need for prior approval by the subject of the background
check when a third party conduots backgroind mvestlgatlons These no’uce requrrements

- are somewhat differenit than under FCRA and include:

e A clear and conspicuous disclosure in wrltmg to the apphcant or employee
before the investigative consumer repott is procured from an outside vendor,
in a document consisting solely of the disclosure, that includes:

s A statement that an 111vest1gat1ve consumer wpmt may be obtame:d
‘s The permissible purpose of the report;
e A statement. that the dlsclosure may mclude information on ‘the
. “'subject’s. character, general reputatl,on, personal characteristics, and
- mode of living;
The name, address and teiephone number of the outside vendor
The nature and scope of the requested investigation and information

on how the subject may inspect the outside vendor’s mvestlgatmy
files.

Both FCRA and ICRA limit the ‘in_ﬁ:)rmatign that may be included in fepor_ts from outside
vendors, usually excluding information that antedates the report by more than seven
~ years. :

tnlike FCRA, ICRA also cstabllshes nouce requirements when the emgloyer conducts
the background check itself, However, these statutory requirgments under ICRA do not

apply_to CSU which must, instead, comply with applicable requirements under the
Information Practices Act. - | '

IPA ‘
The California Information Practices Act at Civil Code § 1798.17 reqmres the university
to provide fotice to individuals who are asked by the univessity to supply it with
information about thémselves for the purpose of conducting background checks. The
university need not obtain. consent from the individuals to obtain that information from
them. The notice must include the authority which authorizes the maintenance of the
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information; whether submission of such information is mandatory or voluntary; the
~ consequences of not providing the information; the principal purpose for which the
information is to be used; certain foreseeable disclosures of the information; and the
individual’s right of access to such records maintained by CSU. The university itself
may also obtain information about individuals directly from third parties, without using
agencies subject to FCRA or ICRA, and need not give the individuals notice of its actions
. or obtain the individuals® consent. However, the university may need to provide all or

some of the information it obtains and the scurces of that information to the subject
individual upon the latter’s request.’ ‘

CCRAA ‘ : o

The campus may consider credit history reports for employees who can affect the
institution financially. This may include employees in accounting functions, but also
may inctude employees who may, for example, have a procurement card. Credit reports
and companies that compile credit reports are governed in California by the CCRAA.
The CCRAA allows the employer to obtain a copy of an individual’s credit report for
employment purposes. Job applicants and employees have certain rights when a credit
report is requested as part of an employment background check.

LABOR CODE § 432.7 . .

If an individual has been detained and/or arrested without conviction, the campus cannot
use that information in the personnel decision-making process or as valid grounds for an

- employment decision. Only criminal convictions that have not been patdoned are to be

considered. If an employee has a criminal case pending, his or her suitability for

continued employment could be reviewed upon disposition of the case.

SAMPLE FORMS :
Enclosed for reference are the following sample forms: -
e Applicant/Employee FCRA and ICRA Disclosure Statement (Attachment A)
¢ Applicant/Employee Authorization (Attachment B) , ,
¢ Request for Information from Applicant/Employee and California IPA Notice
(AftachmentC) - ' : o '

FINGERPRINTING o
‘Campus presidents have delegated authority to establish fingerprinting requirements of
CSU employees as communicated via FSA 82-31 and Supplement 1 and FSR 85-72

located under Fingerprinting policies at: hitp://www.calstate.edu/HR Adm/policies.shtml.
Campuses must coimply with the IPA if fingerprinting is to be undertaken.

POLICE PERSONNEL _

Selection of CSU police personnel, including sworn police personnel and police officer
cadets, and background check requitements are addressed in CSU’s Selection of CSU
Police Personnel and Police Officer Testing policy located under Public Safety policies
at: http:/www.calstate edu/HRAdm/policies.shtml. The ‘Police Officer Standards and
Training (P.0.8.T.) sets background check requirements for Police Dispatchets.
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DEPAR’I‘MENT OF MOTOR VEHICLE (DMY) CHECKS

The campus shall perform verification of a valid motor vehicle license, generally a
California driver’s license, for each employee who drives as a part of histher university
duties. The license must be appropriate to the vehicle operated (e.g., a bus driver has-a
special license). In certain cases, including but not limited to employees whose primary
responsibility is driving or employees who routinely transport groups of students, faculty
or staff, a more thorough Department of Motor Vehicle check may be conducted, as
determined appropriate by the campus.

If you have any questions regarding this -policy, please contact systemwide Fluman
" Resources at (562) 951-4411 or your campus counsel. This document is available on the
Human Resources Administration’s Web site at:

http.‘://www.calstate.edu!HRAdm/memos-.shtml.
JRMcCler

Attachments
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Sample Form

California State University (campus)
- Applicant/Employee Disclosure Statement
- FCRA-ICRA

- In connection with your application for employment or consideration of you for a different
position af the University, a consumer report or an investigative consumer report may be
obtained. The University will determine in. its. sole. discretion which positions require
background checks. The consumer report or investigative consumer report will be used for
employment purposes: (o evaluate an individual for employment, promotion,

 reclassification, reassignment or retention as an employee. The University will obtain any
-such reports from [name, addross and telephonie number of the specific consumer reporting

- agency. to be used I'. -

The background check may include information concerning your employment history,
_ education, qualifications, motor vehicle record, character, general reputation, personal
. characteristics, social security verification, police and criminal records, civil records,
- workers” compensation claims, credit and indebtedness history, and mode of living, and

B ~ ‘may be obtained from public records, through personal interviews with your neighbors,

friends, or associates or with othérs with whom you are acquainted or who may have
knowledge concerning the above items of information, in compliance with applicable law.

Attached to this Disclosure Statement are: (1) a summary of your rights under the federal
Fair Credit Reporting Act (FCRA); and, (2) a summary of the provisions of Civil Code
§ 1786.22, .a section of the California Investigative Consumer Reporting Agencies Act
(ICRA) that sets forth certain® duties of investigative consumer reporting agencies to
provide you with files and information. '

You nust acknowléc_lge‘ ‘below receipt of this Disclosure Statement. You must also
authorize in writing the procurement of the consumer report or investigative consumer
report before such a report may be obtained. A separate authorization form is attached.

"I hereby acknowledge that [ have received the Applicant/Employée Disclosure Statement,
ECRA —ICRA. ' '

Signature: ' __ Date:
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THE FAIR CREDIT REPORTING ACT (FCRA)
A SUMMARY OF YOUR RIGHTS

The federal Fair Credit Reporting Act (FCRA) is designed to promote accuragy, fairness, and privacy of information in the files of
every "consumer reporting agency" (CRA). Most CRAs are credit bureaus that gather and sell information about you - - such as if
you pay your bills on time or filed bankruptcy - - to creditors, employers, landlords, and other businesses. CRAs also gather
information supplied by public record sources - - such as information contained in criminal records and driving records - - for the
use of employers and others. You can find the complete text of the FCRA, 15 U.S.C.- §§ 1681- 1681 u, at the Federal Trade
Commission's web site (http//www.fte.gov). The FCRA gives you specific rights, as ouflined below. You may have additional rights
under state law. You may contact a state or Iocal consumer protection agency or a state attoinsy general to learn those rights.

You must be told if information in your file lias been used against-you. Anyone who uses information from a CRA fo take action
against you - - such as.denying an-application for credit, insurance, or employment - - must tell you, and give you the name, address,
and phone number of the CRA that provided the consumer report. e :

You can find out what is in your file. At your request, a CRA must give you the information in your file, and a list of everyone who
has requested it recently. There is nio charge for the report-if-a person has taken action against you becanse of the information supplied
by the CRA, if you réquest the report within 60 days of receiving notice of the action. Otherwise, 2 CRA may charge you yp to eight
dollars. . : :

. You can dispute inaccurate information with the CRA. If you tell a CRA.that your file.contains irlaccurate information, the CRA

must investigate the items (usuatly within 30 days) by presenting to its information source all relevant evidence you submit, unless
your dispute is frivolous. The source must réview your evidence and report its findings to the CRA. (The source dlso must advise
national CRAS~ - to'which-it has provided the data- - of any error.) The CRA must give you a wiittén report of the investigation, and a
copy of your report if the investigation results in any change. 1ithe CRA's- investigation does not resolve the dispute, you may add a
brief statement to your file: The CRA: must notmally include a suramary of your statement.in futuge reports. If an item is delefed or a
. dispute statemtent is filed, you may ask that anyone who has recently received your report be notified of the change.

Inaccurate information must be corrected or deleted. A CRA must remove ot correct inaccurate or unverified information from its
files, usually within 30 days after you dispute-it. However, the CRA: is-not tequired to Temove accurate dafa from your file unless it is
outdated (as described below) or cannot be verified. If your dispute results in any-change to your report, the CRA cannot reinsert into
your file a disputed ifem uriless the information source verifies its accuracy and completeness. in-addition, the CRA must give you a
written noticé telling you it has reinserted the item. The notice must include the name, address and phone number of the information
source, ‘

~ Outdated information may not be reported. In most'cases, a CRA may not report negative information that is more than seven
years old; ten years for bankruptcies. o Co . B

Access to your file is limited. A CRA rhay provide information about you only to people with a need recognized by the FCRA - -
usually to consider an application with a creditor, insurer, employer, landlord, ot other business. : :

Your censent is required for reporfs that are provided fo emplbyers, or reports that contain medical information. A CRA may
not give out information about you to your employer, or prospective employer, without your written consent, A CRA may not repott
medical information about you to creditors, insurers, or employers without your permission.

You may choose to cxclude your name from CRA lists for unsolicited credit and insurance offers. Creditors and insurers may
uge file information as the basis for sending you unsolicited offers of credit or insutance. Such offers must include a toll-free phone
number for you to call if you want your name and address removed from future lists. 1f you call, you must be kept off the lists for two
years. If you request, complete, and return the CRA form provided for this purpose, you must be-taken off the list indefinitely.

You may seek damages from violators. If a CRA, a user or (in some cases) & provider of CRA data, violates the FCRA, you may
sue them in state or federal court. ' ‘

" The FCRA gives soveral different federal agencies anthority to enforce thé FCRA. -
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FOR QUESTIONS CONCERNS REGARDING:

Type of Busmess* , Cdntact;

Consumel reporting agenc:es, creditors and others not listed | Federal Trade Commission

below . Consumer Response Center - FCRA - : -
. ' ' Washington, DC 20580

1-877-382-4357

National banks, federal branches/agencies of foreign baniks Office of the Comptrofler of the Currency
{word "National" or initials "N.A." appear in or after bank's Compliance Management, Mail Stop 6-6
name) Washington, DC 20219

. : 1-800-613- 6743

Federal Reserve System member banks (except national Federal Reserve Board
banks and federal branches/agencies of foreign banks) Division of Consumer & Community Affairs
Washington, DC 20551 -
(202) 452-3693
Savings associations and federally chartered savings banks Office of Thrift Supervision : :
(word "Federal” or initials "F.S.B." appear in federal | Consumeér Complaints : o !

institution's name) ) .| Washingten, DC 20552
. - 1-800-842-6929

- Federal creditunions {words "Federal Credit Union" appear | National Credit Union Adminisiration

in institution's name) 1775 Duke Street
' Alexandria, VA 22314
(703) 519-4600
State-chartered.banks that are not members of the Federal Federal Deposit Insurance Corporation
Reserve System ) Drivision of Compliance & Consumer Affalrs
; 550 17 Street, N.W.

Washington, DC 20429
1-877-275-3342

Alr, surface, or rail common carriers regulated by former Department of Transportation .
Civil Aeronautics Board or Interstate Commerce Commission -| Office of Financial Management
' : " | Washington, DC 20590

(202) 366-1306

‘Activities subject to the Packers and Stockyards Act, 1921 Drepartinent of Agriculture

Office of Deputy Administrater - GIPSA
Washington, DC 20250

(202) 720-7051
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California Investigative Consumer Reportmg Agencles Act-(ICRA)
A Summary of Yeur Rights Under California Law

Under California 'law, you are entitled upon .presentation of proper -1dent1ﬁcat10n* to find-out
from an investigative consumer reporting agency (CRA}) what is in your file, as follows:

t.  In person, by visual inspection of your file during normal business hours and on
reasonable notice. You may be accompanied by one other person of your choosing,
who must furnish reasonable identification. The CRA may require you fo furnish a
writtén statement granting permnss:on to the CRA to discuss your file in such -
person’s presence. '

2. By obtaining a summary of it via telephone call, if you have made a written request,
with proper identification, for telephone disclosure and the toll charge, if any, for the
telephone call is prepald by you or charged dlrect!y to you.

3. By requesting in writing, with proper zdcntlficatlon that a copy of it be sent to a
specified addressee by certified mail, The CRA complying with such requests for
certified mailings shall nét be liable for disclosures to third parties caused by
mlshandlmg of mail after such mailings leave the investigative CRA.

-The CRA may not charge you more than the actval copylng costs for providing you with a
copy of your file: The CRA will provide: trained personnel to explain any information
furnished to you. The CRA will provide a writteni explanation of any-coded information
contained in files maintained 6n you. If you choose to visually inspect the file under option 1
above, this written explanation will be ptovtded whenever the file is provided to you.

* The term “proper identification™ as used above shall mean that mfonnanon generally deemed sufficient to
identify a person. Such information includes documents such as a valid driver’s. license, social security account
number, militaty identification card, and credit cards. Only if the consumer is unable to reasonably identify
. himselffherself with the information described hetein, may an investigative CRA require additional informiation
~ concerning your employment and personal or family history in order to verify your identity. :
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Sampie Forin

California State University (campus)
Applicant/Employee Authorization
- FCRA-ICRA. '

I, [individual’s name], hereby authorize {CSU campus name] to obtain a consumer report
ot an. investigative consumer report about me from [name and_address of specific

investigative consuther reporting agency to be used] in connection with the University’s
~ assessment and consideration of my application for employment or any of the other
purposes desctibed in the Disclosure Statement provided to me by the University, 1
acknowledge that I have received the Disclosure Statement and have read it and the
-, attachments to if thoroughly. - '

- If you would like to récreive_é, copy of the investigative consumer répmjt_, if one is
‘obtained, please check this box and you will be provided a copy within 3 business days
of the date it is received by the University. 0

I hereby authorize and request, without any reservation, any present or former employer,
school, police department, financial -institution, division. of motor vehicle, consumer
reporting agencies, or other persons or agencies having knowledge of me to furnish the
University and/or [name and address of investigative consumer reporting agency to be
 used] with any and all background information in their possession regarding me which may
be obtained pursuant to law, in order that my employment qualifications may be evaluated.

[ also agree that a fax or photocopy of this authorization with my signaturé is to be -

- accepted with the same authority as the original.

Signdtm‘e: — | _ Date:




Sémple Form

| California State University (campus)
- Campus Request For Information from Applicant/Employee and
Accompanying California Information Practices Act Notice

HR 2005-10
ATTACHMENT C

Print Name: o :
S Last - _ First Middle
Birth Date: Social Security #: Driver’s License #: .
Business Phone # | _Hom'g: Phorie #: | Email:
Current Address:
| Othéli _Naﬁles' you have used: B
‘Have j(ou:evcr- been convicted of a crime: Yes’ -EI No 0l ‘
Ifyes,
Crime Date . Ci_ty/Couﬁty/State
‘Crime Dato " City/County/State
Crime Date City/County/State
Signature: Date:

- Information Practices Act Notice (Civil Code § 1798.17)
This information is being requested by (name of CSU campus). (Name of campus) is authorized to
maintain this information pursuant to Education Code §§ 89500, 89535, (state any other authority
. relevant here, including any executive orders or coded memoranda.) Submission of the information
requested on this form is mandatory. Failure to provide the requested information will mean that
you will be ineligible for the position you are seekmg The principal purpose for which this
information is to be used is to assist the University in evaluating your eligibility, qualifications, and
suitability for the position you are secking. You have a right of access to records containing
personal information maintained by (name of CSU campus). The name, business address and
- telephone number of the person at (name of campus) who is responsible for maintaining the
requested information and will be able to inform you of the location of this information is: (name,
address, telephone no.).




Date:

To:

From:

Subjeei:

October 37, toas

_Pr‘es idents

THE CALIFORNIA STATE UNIVERSITY
Office of (he Chancellor : I
400 Golden Shore )
Long Beach, Californin $0802-4215
(213} 590 5hus

Coder SR 85-72

Subject:
Appointments

Caesa-r J. ﬁap_‘les
Vice Lhaneetior - )
Faculty and Staff Relations

Fingerprinting Practices

The ~mandat\6ry requirement to f'ingerpr'int aﬁ new €Sy emplbyées was reviseqd -
in August 1982:  From that point, the practice of tingerprinting new

employees was to be done at the discretion of the President. The
requirement for fingerprinting was initially eéstablished to enable the

campus te validate infermation provided. by prospective employees apd to

act wpon Education Gode, Section 89835 which states ihat any employee may
be dismissed, demoted, or suspended  For conviction of a felony or
conviction of any misdemeanor involving moral- turpitude, or For fraud in
securing appointment. :

Recently, FSR surveyed .the campuses® pre-employment screening procedures
for positions which, require custpdial responsibility for students, -the
handling of cesh and work assighments which would ordinarily require
bonding., A1l campuses responded 1o the survey. From the data We are able

to report the folilowipg: .The apptication materials of the majority of

campuses . contain  inquirjes regarding "prior "criminal convictions. The

majority of campuses .who -responded  are fingerprinting new emp loyees:

appointed to selected positioms. However, with the exception of sworn

Pvblic Safety Officer applicants, the available data showed that there.
“does net seem 1o be any ‘pattern to the types of- positions for which

applicants are routinely fingerprinted.

T At this ‘time .you showld review your Gamphes * fﬁngérpﬁnﬁng practices,

Consideration on your part should be given to the value of fingerprinting
prospective employees who work -in the Foﬂowiqg types of functions:

{Ovar)

v

D;slﬁbuimn: Vicé President, Academic Affairs ‘ (/—\‘

Associate Vice President/Bean, Faculty Affairs o i
Vice President, Administratjon - ' \
Business Manager : S s
Personnel Officer _ o , LT
Peyrall Supervisor . '
AMfirmative Action Officer . - A

Auxiliary Organization = | oL |
thancallor's Qffice } Q?——/l




Page 2
FSR B85-72
October 31, 7985 -

Publwc Safety Officers (P.0.5.7. procedures reqitire fingarprinting)
Persannel who work i children's centers
Personnel whe work in residence halls
Personnel who work Tm health centers
Personnel who arg required o handle cash
© Personnel who work with student records and student ﬁnanc’xal data
Personnel whe are issued or who have access tog- master Keys and
pass keys '
- I Persohnel who vork in budget, account‘ing ané payroll offices

o000

If you determine f1ngerpr1nt1ng shou1d be bsed as an -empl oyinent screening
too]l for «certain pesition c¢lassifications ® or Functtuns processing
arrangements should be made diTectly with the Department of Justice,
Central Serv1ces, {918) 139~ 5468 )

If you have any questioms,. p1ease contact Hs. Rose Ortega of my staff at
{213) 590-56B8 or. ATSS 635~ 5688 S ’

-CIMNKAF rrmo
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THE CALYFORNIA STATE UNIVERSITY AND COLLEGES
: Office of (he Chancellor :
400 Golden Shore
Long Beach, Cabifornia 90802

(213} 590-5596

Code:  FSA 82-31
ggpersedes FSA
Dates August 11, 1982 C -02 and 74-02A

Presidents

To: ! .
From: Felobar ?é{.ﬁf? ]

Acting Vice Chancellor _
Faculty and Staff Affairs

Subject:.  Revision ef Policy en 'Fihgerpri‘n‘ting of Eﬁm]oyees
¥ L

Current policy an the fingerprinting of employees, as set forth ip

FSA 74-02 and 74-0ZA, requires .that all new employees be fingerprinted
and that the completed fingerprint cards be procassed through the State
Department of dustice. Effsctive immediately, the fingerprinting of
new employees shall be done at. the discretion of ihe President; it

. is no Tonger mandatory that all new employees be fingerprinted,

. The requirement for fipgerprinting was. established primarily @ enable
the campus o validate information provided by prospective employees,
The Education Code, Section.89535 (g) apdt (h). states that any
permanent or probationary employee may he dismissed, demoted, or
suspenided for conviction of a felony or canviction of any wisdemeanut
involving moral turpitude, or for fraud in securing appoiniment. ‘These
Education Code provisions sholitd be kept in mind in making a decision
“2t the campus level Whether or not ta fingerprint 217 or any classes-
of employees at the time of employment.

Additional consideration on your-part wight be given to the vatue of
Fingerprinting prospective employees who will handie cash or witl be in
an assignment or role which woyld ordinariiy reqirive bonding,

T a judgment is made at your campus” that fingerprinting of new empioyens
will centinue in certain specified classes or furctions, theh the process
outlined below should be followed. Offers of employment for those classes
specitied should inciude a statement that fingerprinting prior to
appotntment way be vequired. - {Over) :

Distiibotiom:  yic0 Presidents, Academic Affairs ) :
Associate Yice Presidenis/Deans, Faculty Affairs
Vice Presidents, Administration

Business Managers

Personnel Officers

Payroil Supervisors

Affirmative BAction Officers

Auxitiary Organtzations

Chancellor's ' Office Staff

e




FSA 82-3%

Page 2

ke

l . %.ﬂ-‘f)’”

‘Bureay_of Criminal ldentification with

THE Tampus. sWOUTd provide the California State Deportment BF Vi§fice s~ ~ ~"
C: ation with+the pame_dnd address of the campus . -

depariment that will be responiibie Tor subinission oF ¥ingerprint cavds ang

the receipt’of Subseqiient rvest Faioris. This information should be pailed

g 7 : fRshedIG be alied

Department of Justice )
Bureau of Criminal Tdentification
Quality Control Section

P.0. Box 13417

Sacramento, CA 96813

Phone ATS5 492-526%

: T'he- l}e;:.artment of Justice deéterwings the.charge for processing fingerprint cards .

and providing vap sheets to the eampus. The cainpus Business Officer should
make arvangemanis with the Bureaw of Criminal ldentification of the Depariment .
of Justice for vecaipt of subsequent arrest reports, This is done by
contacting: : :

Bepartment of dustice .

Bureau ¢f Criminal Identification
fentral Services

P.0. ‘Box 13367 .

Sacramento, CA 95813

Phone ATSS 285-1313

There is a nominal fee for each arrejt notification issued. Public Safoty
Officers, Pubiic Safety Investigators pr Public Safety Dispetchers and .
releted supervisory classes are sutomatitally covered by the subsequent arrest
notification service, whether or not a written agreement exfsis. .

An intermal contrel system should bé maintained for the fingerprint cards
submitted to the Bureau of Crimiral Investigation. 'It'is the vesponsibility
of the campus to evaluate the information provided on the rap-sheet in-
relation to the class in which the individual is working., The campus also
is responsible for the confidentiality dnd security of rap sheets following.
thetr recefpt. - Cooan o ‘ L

If 2 campus has a_subsequent arrest vecord agreement with the Depariwent of -
Justice on an employee who transfers to another CSU campus or the Chancellor's
Office, then the Teaving campus should modify the subsegient sriest record.
agreement accordingly. ) " .

This palicy supersedes FSAs 74-02 and 74-02A on fingerprinting of employees.
University and College Administrative Manval (UCAM) helders should annotate
theit manuals, Sections 5292 .through 5292.03, with the number of this
policy letter and an indication that this policy letter supersedes those
sections. UCAM will be updated o reflect the change at a later date. .
Holders of copies of "Shew It To He In Writing”, the FSA subject geide to
current persémel policies and regulations, should also amend that document
accordingly (See Fingerprinting, p. 25).

I¥ there are any questions regarding this pelicy, please contact Liﬁda H.
Alimen of my staff at Public Humber {213) 590~5584 .or ATSS 635-5584,

* RET:LWA: kw
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Tate:

) To:

From:

Subféc!:

AL meerae

THE CALIFORNIA STATE UNIVERSITY AND COLLEGES
Office of-the Chencellor :
400 Golden Shore
Long Beach, California 90802

(213) 590- 5596

Code:  FSA-g2-31. "
Suppiement 1

Oetober 7, 1982,
Presidents

. W/)f—ﬁg’«“
Robert E. Tyndall

Acting Vice Chancellor

- Faculty and Staff Affairg

Clarification of Revised Poiiéy on_Fipgerprinting of Employees

F5A letter B2-31 dated August 11, 1982, did not make it clear that State
lew and the regulations of the State Department of Justice require finger-
printing of all sworn public safety persoanel and public safety dispatchers.
Therefore, the delegation to you covers all claszes of enployees except the

- public safety personnel npted above. Persons employed in such positions

must be firgerprinted at the time of employment.

RETLWAkw

Distribotion:  Vice Prestdents, Academic Affairs

Associate Vice Presidents/Deans, Faculty Affairs
Yice Presidents, Administration .
Busfness Managers

Personne] OFFicers

Payroll Supervisors

Affirmative Action (fficers

huxiliary Organizations

ChancelTor!s Office Staff
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Appendix B
Release Forms, Summaries of Rights, and -
Live Scan Request Form
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Disc{osur& $tatéﬁlant
FCGRA - ICR‘A4

In cen'nscﬁan Wit your application for employment o corrsideraﬂ@n for ardifferent position gt the

. Unigersity, 4 cofis mer fepqrt of g ivestigat! supierrépott thay be tbiained as part ofa
baclkground check. rszty has ldenitﬁed i Appem:hx ¢ tose positions that requirs

‘backgrotind shecks,

The consumer rapott, or investigative-cansuier repoit, wdl bé} used fo; emp

_gurpeses 0
e\satuafe an mdlvrdual fer empbyment p_‘moﬁan. (<ie:
i

0 tenilnn as

"I‘he back.gmund chieck: may include friformation- c&ncemmgg_
» employmenit history,
edueation,
gufifi c:attcms '
motor vehicle record,; .
character, gepéral feputation and persd
duﬁeg :
‘soclal seourity verification,
po%me and sriminal reeards,
“nfiilrecqrds
workers® compensation ¢

& oo 8 &

e & & O &

frora public retatds, tthgqh petsanal mtervmws with yeur
are at-‘aquamted or: whq ntay have. imow!edge cmncernmg ihe

. i & : 1) a summary of your rights under the federal Falr
Credit Report 1, ; (FG ; and. 2% & sumimary ofthe provisions of Givil Code Section 1786.22,

‘a seclion o stigative Consumer Reparting Agencies Act (ICRA) that sets for

ceria 'duhes oty esﬁga ve conisumer repotling ‘agencles to provide you with files and )

must ecknowledg Helow receipt of this Disclosure Statement. You must also authorize in
Wr{tmg the Lrement of the consumer report or investigative consumer repert before such a
report ray be abtamed A separate authefzation form s ditached.

| herehy a"cknawiedge that 1 have recewed the ApplmantlEmptuyee Disclosuie Sfatement
FCRA — ICRA.

Brind raumie:,

SJgnatqée:, , | __ Date:

& FE}R& Fair Gredit Reﬁorﬁng Act— Applies only'whien an employment baekgreund chackis prgpgred by ap onisido
aoraenmg company.

ICRA: Califomis Investigative Rep.omng Agengies Ack- Applias when 2 {tird parly contucts the background eheck,

315-9



Cahfemia [nvest{gaf ive Gonsumer Raperting Agencaes Act. (lCRA}

A. Summary of Yauz’ Rights Umier C:aﬂfomm Law

Under (}ahforma leye, upoh presentattah of proper tdentlﬂcahon you are entitied to find out
Frory an mvestigatrve consamer reporting agency (CRA)Y whatis in your fi ﬂe as Tollows:

1. In pefson, by ﬂsuat ingpection. of your file during rotmal blishigss hcurs and oh
:reagoname ratice. You thay be aceoiipanied by one dther person of yaur chovsing,
whe st furnish reasanable idgniification. The CRA may reouire’ you to furnish a
wiltter statement graniting permission fothe CRA to diseass your 1l in such Pergon! s
presence.
2. By obtaining a.sutithary of it Wa-tefeplione call, if you Heave
‘with:graper fdenfifisafion, for falsphbne diselosure and the tratl €
- télephone tall Is prepald by you or chargsd directly to ¥
3. By reduesting in wilting
‘specified addressie ﬁy wertifed mall. The. CRA corapl
.certrﬁed malfn_gs shall t"iﬂf he }iable iar eI'

any, for the

tibn fumtshed to you

o you If you: ahoase ta \ﬂsuauy mspect the ﬁie V3t

is written explanation will
be provided whenaver thé file'lé pmmded fo'yau.

P{ease ROt that the CRA used by Fre a State rs;

The ter-proper ;deﬁnﬁeaimn asused abcwe s‘haﬁ thean st rnfm‘rrzatiah ganemﬂy deditied su?ﬁclentte ldenttfya
3 Such information ingli { i : valld o far

31510

ften requsst, -

g, with proper [déﬁ’trﬁcation, 1 Dy R “-’ta' a.

Y
rnation contained in files maintaired



. Califernia State University; Frestie -
- ApglicantiErmployee-Authoi
FCRA ~16RA®

b , , [print name] her@by authotize California - Siate
University,. Fresne to ab%am ) onsurier. repert.of 4 mvestrgatwe consuitier feport abatitme froim
legency name, éle] in conngction with {he: Urliversity's assessment and eonsideration of my
=applicai|0n for emplnymant or ahy of the other purposes descnbed in the Disclusure Statament
‘provided to me by the University. | acknowledge that [ havé récéived tha Disclosure: Staternent
and have read It and this attishments thoroughly, ' ‘ |

[ afso agfee that afaix of photocopy of thi

il Hisighature is to be accspted with
the-saime authiority gs the effginal. : :

Sighature: Date:

celve a copy of the investigative consumer report, if ohe is obtained,

 Box 4 f'}d you wift be prawded a copy within 3 husiness days of fhe date
by the University.

Retuin signed form o
the oifice of Hufian Resburces [staff and managers}, or
Academic Persennel Serviees (faculty)

% FCRA: “fedenal Fair Credit Reperiing / Act Act —Applies snly wheh an émifloyment backgrourid ehieck is piepared by an
] putstde scréening tompany.

ICRA: Cafifamia Inv&stlgaﬁve Gohigurher Reporiing F@em&es Att- Applies when a thlrd party eohducts the backgraind
chasle

315-11




Interim Policy and Procedures for Background Checks
"APM 315

Juiy 2008 with 2/106/2008 updates

- MAPP No. G62

California State University, Fresno
‘Request for Information from Applicant/Employee and
~ California Information Practices Act Notice

Print namé: ‘ _ .
L st First : Middle
Birth date: - 7 ____{mm/ddiyy) Soclal security #
Diiver's license #: .. State(fother than California):
éﬁsiness phohe # : . : Home phone #: ‘
- Emalt

Current mailing address:

: ‘Current homé address (if different than above):

Other names you have used:

& information helow

. Have you ever been convicted of a crime? o "No

Crime City/County/State

Crime City/County/State

Attach add:tional page If needed

Information Practlces ‘Act Notice (wai COde Section 1798, 17)

This information is being requested by California State University, Frésno {the University). The University is
authorized to maintain this information plrsuent to Education Code Section 89500, 89535, and CSU
systemwide. policy. per HR: 2005—10 Submission of the information requested on this form is mandatory.
Failure to provide the’ requasted information will mean that you wil he ineligible for the position you are
‘seeking. The principal purpose for which this information is to be ‘used is to assist the University in
evaluating your eligibiitty, qualifications, and suitability for the position you are seeking. You have a right of
access to! ‘fecords containing personal information maintained by the Umvers:ty The nams, business
address and: ‘telephone nuriber of the person at the University who is responsible for mamtainmg the

. requested mformahon and will be able to inform you of the location of this information is:

For staff and management posrt;ons : For faculty posrtrons
Ms. Janice A. Parten . . Ms. Janette Redd Willlams _
Director of Human Rescurces Associate Vice President for Academic Personns!
5150 N, Maple Avenue WS JA 41 5241 N. Maple Avenue MISf TA 55
" Fresno, Calif, 93740-8026 ~+ Fresno, Calif. 93740-8027.
559-278-2364 . ) 569-278-3027 - '
Signature: , : : Date:

Retfurn to Human Resources or Academic Personnel Services

315-12 .




e R HR 2005-1¢
. - . : ' : . ATTACHMENT A

THE FAIK CREDIT REPORTING ACT (RCRA)
A SUMMARY OF YOUR RIGHTS

The federal Fair Credit Reporting Act (FCRA} is designed (o pramote accuracy, faimess, and privaey of information i the files of

every "consumer repotting agency” (CRA). Most CRAs are credit bureaus that gather and seil Information about you - - such ag if

you pay your bills on time or fled bankruptey - - 1o crediiors, employers, tandlords, and other businesses, CRAs zlse gather

information supplied by public record: sources - ~ such as information contained in criminel records and driving records - - for the

use of cmployers and others. You can find the complele text of fhe FCRA, 15 U.SC §§ 1681- 168) u, al the Feders} Trade

* Commission's web sile, (Hapfwww. fic.goy). The FCRA gives you specific rights, as outhined belov. Youw may have additional rights
under state law, You may confact a stafe or Jocal consamer profeclion agency-or a state attomney general 1o fewrn those riphts,

* You must be told if fuformation in your fite bas been used apainst you, Anyone who uses information from a CRA (o fale action
against you - - such as denying an application for credit, insurance, or employinent - - must tel} you, and give yon the name, address,
and phone number of the CRA that provided the consumer report, . ’

You can find out what is in your file. Al your request, a CRA_mnst give you the information in your file, and a Jist of evecyone who
has requested it recently. There is no charge For the report if a person has 1sken action against you because of the information stipplied
by the CRA, if you request the repori within 60 days of receiving notice-of the aclion. Otherwise, a CRA may cliarge you up fo efght
daltars. . . .. - )

You can dispute inaccoraie inforimation with the CRA. If you telh 2 CRA vhat your file castains inaceurale information, the CRA
“mhwst investigate the items {useally within 30 days) by prescnﬁng‘__lu.lls information source alf relevant tvidence you subash, unless
your dispule'is fFivolous. The source must review yeur evidence and report jis. findings to the CRA. {The source also must advise
national.CR#As- - to which-it ias provided he data- - of any error) The CRA wust Eive you a writlen report of he investigalion, and a .
capy of your repod if the Investigation resulis-in any change. If the CRA's investigation does not resolve he dispute, you mdy add a
briel statemient (o your file. The CRA must normatly include a sumtnary of your sratement in fixtwre: reporis, 1T an item is dodeled of a
dispuie statement is filed, you may ask (hat arryone who has recenily received your report be notified of the change.

. lmaccuerateinformation must he enrvecied or delefed. A CRA must semove or comecs inaceurate or unverified information fom its
* fites, usually within 30 days sfler ypu dispute it. However, the CRA s not required to revove accurnte data from your file unless it is

ouldated {as described below) or cannot be verified. }¥ yours dispute késolts in any change 1o your report, the CRA cannot reinserl into
-your file.a disputed Hem unless'the information source verifies iis necuracy and compleiéness. In-addition, the CRA musl.give you a
“writlen hotice telfing you if has reinserted the jem, The notice st Include the name, address.and phone number of the infarmation

* source.

- Ontdated informalion may not be reporfed. Inmost cases, a2 CRA w3y nol repori negative information thal is mare than seven
years old; ten years for bankruptcies. :

Aceess {o your fike is limiled, A CRA may provide information about you only to people with 2 need recognized by the FCRA - -
usually to conslder #n application with a credtior, insurer, emplayer, fandlord, or other business, ) -

Your consent is reqnired for rcpbns that dve provided to employers, or-reporis thal contnin medieal information. A CRA may
not give out information shout you to Your employer, or prospactive employer, without your writien consent. A CRA may nof report
medical information sbout you to creditors, insurers, o employers without your permission, .

You may ehiose to exclude your name from CRA lists for unsolicited credit and fnsuramce offers. Credifors and insurers may
use file information as the basis for sending you unsolicited offers of credit or insurance, Such offers must include a ioll-free phone
number for you to.calf if you want your name and address removed from foture Ksts, IF you call, you must be kept off the lists for two
years. H you request, complete, and returmn the- CRA form provided for this purpese, you must be-taken off the Hist indefinitely.

. You may seek damages fram vioktors, i a CRA, 2 user or {in some cisses) w provider of CRA data, violates the FCRA, you rﬁay
sue them in stale or fedéral court. ! . : .

. The FCRA gives several diflexent federal agencies authority 10 enforce fhe FCRA.




REQUEST FOR LIVE SCAN SERVICE

_Applicant Submission

C|ORE : Type of Application:

Code assigned by DOJ

Job Title or Type of License, Certification or Permit:

' Agency-Address Set Contribufing Agency:

{Date of Birth: _ . Sex: DMalp DFema!e\ Mis No BI

_|Height: ' . Weight:

Agency autharized lo receive criming history information : Mail Code (five digit code assignés hy DOJ)
Streel Mo. . Streel or B.0. Box Contact Name {Mandatory for all school submissions)
. { )
City Siate Zlp Code g . Contact Te[ephone No,
Name of Applicanl: ‘ . -
(please print) Last . Figst
Alias: _ : : . Drivers icense

“Last Firs[

Ageury Ehlhng '\Iumber

Eye Color: . '/;%Co!or:‘ ™

Flace of Birlh: ( ' _ \\ N\ 4 .
\ ] -\ \ Cily, Stale and Zip Code
sQC; N . y / /
k" R

Streel or F 0. Box

Your Nuraber: - \x x evel of Service DDOJ DFB!

~

QCA No.[Agency ldennfymg No) )

If resubrnmmon Tist Origina! ATl No. - ‘ -
9 7 ] //\,'

Employer: (Additonal response for abencies sgecified by statule) ( .

Employer Name

Streel No. . Street or P.O. Box Q:; Codz (five digit code assigned by DO
City . Siate . Zip Code 7 Alency Telephone Na, {oplianat)
Live Scan Transaction Gompleted By: L Date; -

Name of Operator

Transmilting Agsncy o (ATt No, o Amouni Collected/Biiled

BCH 8016 (Rev 04101) ORIGINAL-Live Scan Operalor; SECOND COPY-Requesting Agency: THIRD COPY-Applicant

&2 05 ;v B8
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'Appendix c
List qf Sensitive Positions
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California State University, Fresno
July 2006 with 2(10/2002 updates

Poficy and Procedures for Background Checks

Pollcy No. G-62

APPENDIX C ,
Background Check - Sensitive Positions
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California State University, Fresno
July 2006 with 211072000 updates

Foligy and Pravedures for Background Checks

Pollcy No, G-62
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- APPENDIX C
- Background Check — Sensitive Positions
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