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	I.
	Purpose and Scope

The purpose of this policy directive is to provide a uniform set of guidelines and procedures for conducting criminal history background checks for current or new employees and students, interns, volunteers and independent contractors (performing the duties normally performed by an employee in an established full time equivalent designated position) of the Department of Elder Affairs.

The intent of this directive is to establish the authority of the Department of Elder Affairs to conduct criminal history background checks, designate the positions requiring such checks and outline the procedures for completing a criminal history background check.

Policy Statement

It is the policy of the Department of Elder Affairs (DOEA) that all current and new employees and students, interns, volunteers, and independent contractors (performing the duties normally performed by an employee in an established full time equivalent designated position) who are in, but not limited to, designated positions of special trust and responsibility in their affiliation with the department or are so designated by the Secretary of Elder Affairs will be required to undergo a criminal history background check.  Such criminal history background checks are in accordance with Section 110.1127, Florida Statutes, the National Child Protection Act of 1993, as amended, and as implemented by Section 943.0542, Florida Statutes, and the procedures outlined in Sections 435.04, 435.05, 435.06, 435.07, and 435.09, Florida Statutes.  The department is the qualified entity charged with providing care (treatment, education, training, instruction, supervision, or recreation) or care placement services to the elderly as defined in Section 943.0542, Florida Statutes, and pursuant to the federal Older Americans Act of 1965, as amended, and as designated in Section 20.41, Florida Statutes, and Chapter 430, Florida Statutes.  

The department has the obligation to ensure its workforce maintains the highest standards of honesty, trustworthiness and mutual respect in carrying out their responsibilities to the public.  To fulfill this obligation, the Department will begin conducting criminal history background checks and fingerprinting on January 2, 2006, for new and current employees and students, interns, volunteers and independent contractors (performing the duties normally performed by an employee in an established full time equivalent designated position) and will re-screen these individuals every five years.  The Bureau of General Services will coordinate requests with the Florida Department of Law Enforcement (FDLE) to have criminal history background checks conducted.


	

	II.

(1)

(2)

(3)

(4)

(5)

(6)

(7)

(8)

 (9)
	Authority

Section 110.1127, Florida Statutes

National Child Protection Act of 1993, as amended

Section 943.0542, Florida Statutes  

Older Americans Act of 1965, as amended

Section 20.41, Florida Statutes

Chapter 430, Florida Statutes

Sections 435.04, 435.05, 435.06, 435.07, and 435.09, Florida Statutes  

Section 110.501, Florida Statutes

Florida Administrative Code, 60L-36.005-Disciplinary Standards

	

	III. 

         (1)

(2)

(3)

(4) 

 
	Supportive Data

Checking the Background of Persons Who Work or Volunteer With Elderly, Children and Disabled Persons, Florida Department of Law Enforcement, User Services Bureau

Guidelines for the Screening of Persons Working With Children, the Elderly, and Individuals With Disabilities in Need of Support, Office of Juvenile Justice and Delinquency Prevention, April 1998

VECHS User Agreement, Florida Department of Law Enforcement

Sections 775.082 and 775.083, Florida Statutes

	

	IV.
	Signature Block with Effective Date

Ashley Stacell

Deputy Secretary, Department of Elder Affairs

Date


	

	V.
	Definitions

Applicant – Any individual seeking employment with, or providing services (student, intern, volunteer, individual contractor) to, the department.

Bureau of General Services – Bureau designated within the Department of Elder Affairs’ Division of Administration for processing criminal history background checks.

Criminal History Background Check Review Group – Consists of the Deputy Secretary, division directors, the bureau chief of general services and human resources, and a staff attorney.  The review group is responsible for ensuring that positions of trust and responsibility are designated to require criminal history background checks, reviewing results when a background check indicates that a criminal history exists, and determining the impact of a criminal history on employment and care or services to be provided.     

Department – The Florida Department of Elder Affairs (DOEA).

Designated Position – A position of special trust and responsibility that provides care (treatment, education, training, instruction, supervision or recreation) or care placement services to the elderly or is designated as such by the Secretary because of the sensitive nature or responsibility of the position.  Level 2 criminal history background checks are required of those occupying designated positions.

Elderly – Any person who is 60 years of age or older.

Employee – Any Department of Elder Affairs’ employee in an authorized and established position including, but not limited to, Career Service, Selected Exempt Service, Senior Management Service, or employed by grant through the department and any Other Personal Services (OPS) employees.  The term also includes an applicant for employment.

Felony – Any criminal offense punishable under the laws of this state, or that would be punishable if committed in this state, by death or imprisonment in a state penitentiary or a state correctional facility as provided in Section 775.08, Florida Statutes.  (See also Section 775.082 and 775.083, Florida Statutes.)

FDLE – Florida Department of Law Enforcement

First Degree Misdemeanor – Any criminal offense punishable under the laws of this state, or that would be punishable if committed in this state, by a term of imprisonment in a county correctional facility, except an extended term, not in excess of one year.  Specifically, a first-degree misdemeanor is any misdemeanor (crime) classified by the Florida Statutes as first degree.  (See Section 775.082 and 775.083, Florida Statutes.)   

Florida Department of Law Enforcement (FDLE) Criminal History Background Check  – An inquiry to identify violation(s) of law resulting in arrests and charges made by law enforcement officials in the State of Florida.

Hiring Authority – The person who initially signs the Personnel Action Request Form, such as the immediate supervisor, bureau chief, Deputy Secretary, etc. who supervises the designated position.  

Human Resource Officer – Position designated to receive reports of arrests and convictions of employees of the Department of Elder Affairs.   

Independent Contractor – An individual who is contracted by the department to perform a service for the department. 

National Criminal History Background Check  – An inquiry using fingerprints to check national criminal records of the Federal Bureau of Investigation to identify violation(s) of law resulting in arrests and charges made by law enforcement officials in the United States of America.
Qualified Entity – A business or organization, whether public, private, operated for profit, operated not for profit, or voluntary, which provides care or care placement services, including a business or organization that licenses or certifies others to provide care or care placement services.  (See Section 943.0543(1)(b), Florida Statutes.)

Secretary – Head of the Department of Elder Affairs, appointed by the Governor and confirmed by the Senate.

Student and/or Intern – A student or a graduate of an educational institution with a cooperative agreement with the department that allows students or graduates to perform duties and receive training.

Volunteer – Any person who, of his or her own free will, provides goods or services, or conveys an interest in or otherwise consents to the use of real property pursuant to Section 110.501, Florida Statutes, to any state department or agency, or nonprofit organization, with no monetary or material compensation.  (See Section 110.501, Florida Statutes.)


	

	VI.
	Protocol—NA 


	

	VII.
	Procedure

1. Supervisors’ Responsibilities.  Supervisors are responsible for the following:

A. Ensuring that all advertisements for filling of vacant designated positions contain a statement that reads: “Successful completion of a Level 2 criminal background check is required as a condition of employment.”   

B. Ensuring that announcements for contractual services, internships, or volunteer opportunities (student, intern, volunteer or independent contractor) contain a statement that reads:  “Successful completion of a Level 2 criminal background check is required.”

C. Reviewing with each applicant or interview candidate, at the time of the interview, the DOEA Background Information Verification Form acknowledging that, if selected, fingerprinting is required as a condition of employment; allowing the applicant to make changes to his or her State of Florida Employment Application if any answers require a “yes” answer to any or all background information questions, if necessary; and obtaining the applicant’s signature on the DOEA Background Information Verification Form.  The same process shall be appropriate for students, interns, volunteers and individual contractors who are applying to provide services or to volunteer.

D. Reviewing with current employees the DOEA Background Information Verification Form acknowledging that fingerprinting is required as a condition of employment; allowing the employee to make changes to his or her State of Florida application, if necessary; obtaining the employee’s signature on the DOEA Background Information Verification Form.  The same process shall be appropriate for students, interns, volunteers and individual contractors who are providing services or volunteering.

E. Providing the FDLE fingerprint card to applicants/employees; providing the location for obtaining fingerprinting; and informing applicants/employees of the department’s policy regarding payment of fingerprinting as defined in section 5 Costs.  The same process shall be appropriate for students, interns, volunteers and individual contractors who are providing services or volunteering.

F. Ensuring that applicants/employees:

1) Take the fingerprint card to local law enforcement;

2) Have themselves fingerprinted; and

3) Return the fingerprint card to the supervisor within five workdays of receipt of the card.

The same process shall be appropriate for students, interns, volunteers and individual contractors who are providing services or volunteering.

G. Completing the Request for Criminal History Background Check form. Submitting the form and FDLE fingerprint card to the Bureau of General Services. 
H. Receiving the report of the criminal history background check from the Bureau of General Services. 

1) If no criminal history is reported on the background check, confirmation is included so that the applicant may be hired or the student, intern, volunteer or individual contractor may begin providing services to the department, or that the current employee may continue employment, or the current student, intern, volunteer or individual contractor may continue providing services.  (Note: In some instances, approval may be obtained to allow a conditional hire to allow the candidate to begin working or to allow the student, intern, volunteer or independent contractor to begin providing services pending the results of the criminal history background check.) 

2) If criminal history is reported, the supervisor is required to follow the procedures provided in section 9A Criminal History Background Check Procedures and to notify the division director who supervises the designated position to determine the impact of the criminal history on the individual's status as an employee or student, intern, volunteer or independent contractor.

2. Bureau of General Services Responsibilities.  The Bureau of General Services is responsible for the following:

A. Ensuring that fingerprint cards and correspondence checks are processed, following the procedures outlined in section 9C Criminal History Background Check Submission Process, within five workdays of receipt. 

B. Processing the FDLE invoice for payment ($47.00 contractor/vendor; $36.00 volunteers; $47.00 employees).

C. If there is no report of criminal history, notifying the supervisor and division director who supervise the designated position of the criminal history background check results.

D. If criminal history is reported, notifying the supervisor and division director who supervise the designated position so that any needed documents can be retrieved or verification of information can be confirmed.  The Bureau of General Services shall also:
1) Schedule a meeting with the Criminal History Background Check Review Group and division director who supervises the designated position to determine whether employment can be continued, or if an applicant may be hired or begin providing services.  
2) Review the background information section of the employment application, determine if the information is consistent with the report from FDLE and FBI, and report the results of this review to the Criminal History Background Check Review Group.

3) If necessary, after obtaining the guidance of the office of the general counsel and the human resources officer, assist the supervisor in preparation of an employee’s termination when it is determined it is not in the department’s best interest to continue the employment relationship with the employee because of past criminal history disclosed on a background check.  In the event the employee has permanent status within their position as classified within the career service, prepare a predetermination letter notifying an employee of his or her rights and take final action when it is determined it is not in the department’s best interest to continue the employment relationship with the employee due to past criminal history disclosed on a background check.
4) The same procedures shall be appropriate for students, interns, volunteers or independent contractors who are seeking to or are volunteering or providing services.
3. Exceptions to Initial Screening Requirements.

A. Current employees or students, interns, volunteers or independent contractors do not require criminal history background checks if:

1) These individuals were previously background screened and fingerprinted as required above and the Level 2 criminal history background check completion date is less than five years old; and  
2) The criminal history background check results are available for review; or
3) The position does not require a criminal history background check.
B. Licensed health care practitioners do not require criminal history background checks for initial appointments if:
1) The license requires a Level 2 criminal history background check including fingerprinting; and
2) The hire date is no more than five years from the date of the criminal history background check and fingerprinting check; or
3) The practitioner is a Medicaid provider who has been background screened and fingerprinted through the Medicaid re-enrollment process.
4. Refusal to Provide Fingerprints.  Refusal by any employee or applicant to provide fingerprints for use in conducting a national criminal history background check will result in disqualification for employment or dismissal.  The same procedure shall be appropriate for students, interns, volunteers or independent contractors.
5. Costs.  When law enforcement or others who have been professionally trained to “take” fingerprints require prepayment and the department will incur the cost, MyFloridaMarketPlace should be used when possible.  If the candidate or employee is required to pay for fingerprinting, he or she will be reimbursed for the cost upon submittal of a receipted reimbursement form.  The same procedure shall be appropriate for students, interns, or volunteers. 
6. Forms.  The FDLE Fingerprint Card and the Request for Criminal History Background Check form may be obtained by calling or emailing the Bureau of General Services.  
7. Follow up.  The Criminal History Background Check Review Group will conduct reviews of any applicant or employee identified as having a criminal record and determine appropriate action.
8. Reporting of Arrests and/or Conviction of a Crime.  Employees in designated positions are required to inform their direct supervisor and the human resources officer if they are arrested for any offense within 24 hours or one business day (whichever is a shorter period of time) of the arrest. Employees in designated positions must notify their direct supervisor, the division director who supervises the designated position, and the human resources officer within 24 hours or one business day (whichever is a shorter period of time) of the conviction of a crime (including a plea of nolo contendere and a plea of guilty with adjudication withheld).  The human resources officer shall notify the general counsel of any notifications of arrest or conviction.  The same procedures shall be appropriate for students, interns, volunteers and individual contractors.  Any violation of this policy or failure to make notification is grounds for disciplinary action, up to and including dismissal.
9. Criminal History Background Check Procedures.
A. When a criminal history background check identifies criminal history information, the Criminal History Background Check Review Group is responsible for:
1) Receiving the report from the Bureau of General Services on their review of the background information section of the employment application.  The Criminal History Background Check Review Group will make the final determination if the information is consistent with the report from the FDLE and FBI.  If information was misrepresented or omitted, the employee may be disqualified from employment consideration and, if already working, shall be subject to disciplinary action, up to and including dismissal.

2) Determining if the criminal history information would prohibit the person from working in the designated position due to the special trust and responsibility assigned to the position as provided in Section 435.04, Florida Statutes.
3) When the Criminal History Background Check Review Group has reasonable cause to believe that grounds exist for the denial or termination of employment as a result of background checks, it shall notify the employee in writing.  The same procedure shall be appropriate for students, interns, volunteers and individual contractors. 

B. Criminal History Misrepresentation or Omission Procedures

1)  Misrepresentation or omission should be considered on a case-by-case basis, with input from the division director over the area where the employee works or is applying to work. The individual or delegated authority or designee may be given up to 30 days to furnish the following documentation for consideration:
a) A written and signed statement from the employee as to why the information was omitted from the employee’s state employment application;
b) A written and signed statement from the employee indicating the circumstances of the offense(s) and nature of the harm caused to the victim;
c) Certified copies of police reports, indictments and charging documents, arrest reports, and court records indicating disposition of the offense including judgment; and
d) A written recommendation by the immediate supervisor including the employee’s history since the incident and other evidence or circumstances indicating that the employee will not present a danger (all of which the immediate supervisor believes justifies the offer of employment or continued employment).  

2) When a criminal history background check identifies criminal history information, the following documentation must be provided by the individual within 30 days:  

a) Certified copies of court documents indicating the disposition including the judgment

b) Arrest records

c) Indictment or charging documents 

3) If an employee is retained, he or she must submit a corrected employment application signed by the employee.

4) If the supervisor believes that an exemption from disqualification should be approved for an individual convicted of a felony committed more than three years prior to the date of disqualification or a first-degree misdemeanor, as listed in Section 435.04, Florida Statutes, the exemption request will be processed as described in Section 435.07(3), Florida Statutes. In order for a licensing department to grant an exemption to any employee, the employee must demonstrate by clear and convincing evidence that the employee should not be disqualified from employment. Employees seeking an exemption have the burden of setting forth sufficient evidence of rehabilitation, including, but not limited to, the circumstances surrounding the criminal incident for which an exemption is sought, the time period that has elapsed since the incident, the nature of the harm caused to the victim, and the history of the employee since the incident, or any other evidence or circumstances indicating that the employee will not present a danger if continued employment is allowed. The decision of the licensing department regarding an exemption may be contested through the hearing procedures set forth in chapter 120.  The supervisor shall first obtain preliminary approval from his or her division director.  The division director shall then request a review by the Criminal History Background Check Review Group before finally approving the exemption.

5) Adverse personnel action should not be taken against any employee solely on an arrest record without verifying the final disposition of the case and discussing the allegations with the affected person.

6) It shall be the responsibility of the affected employee to contest his or her disqualification or to request an exemption from disqualification.

7) Students, interns, volunteers and independent contractors are not part of the career service system.  With the assistance of the Criminal History Background Check Review Group, the division director over the area where the student, intern, volunteer or independent contractor provides service or volunteers will decide if such persons with a criminal record should continue to provide services or volunteer.

C.  Criminal History Background Check Submission Process

1) The Bureau of General Services will process the initial fingerprint checks and re-screenings as follows:

a) Verify that required information is listed on each fingerprint card. The fingerprint card will be returned to the hiring authority if any of the required information is omitted.

b) Ensure that the Request for Criminal History Background Check form shows the date submitted to FDLE.

c) Input screening information on the Criminal History Background Check Tracking Log.  For students, interns, volunteers and independent contractors enter STUDENT, INTERN, VOLUNTEER, or CONTRACTOR in the position number column.  Maintain the Criminal History Background Check Tracking Log in a pending file until the invoice is reconciled and all requested information is received from the FDLE and the FBI.  This file may be maintained in an electronic format.

d) Input the date of the criminal history background check and fingerprint taken date in People First (HR Management Information System).

e) Complete the FDLE Fingerprint/Name Search Submission Form and submit the original and green copy along with the fingerprint card to FDLE.

f) Enter and initial the date the card was forwarded to FDLE.

g) File the Request for Criminal History Background Check in the pending file to document that the request for a criminal history background check, including fingerprinting, was submitted to FDLE for processing.

h) Retain the gold copy of the FDLE Fingerprint/Name Search Submission Form for reconciliation when billing statements are received from FDLE.

D.  Criminal History Background Check Results

1) The Bureau of General Services will process a criminal history background check resulting in "no criminal history record" as follows: 

a) Update the Criminal History Background Check Tracking Log.

b) Input the security check completed date in People First upon receipt of FBI results for new hires or re-screening of existing employees.  

c) Notify the hiring authority or immediate supervisor and the division director who supervises the designated position that the screening has been completed and the employee is authorized to begin or continue working.

d) File the criminal history record in the background-screening file. Any person who collects background-screening information must ensure that no extraneous, unverified, or unofficial information concerning an employee is placed in his or her background-screening file. Criminal history background check information is confidential and is not part of the official personnel file.  The criminal history background check information shall be maintained in a secured file location.  

e) Process the invoice from FDLE for payment and complete the Criminal History Background Check Tracking Log.

2) The Bureau of General Services will process a criminal history background check resulting in “a criminal history record” as follows:

a) Update the Criminal History Background Check Tracking Log.

b) Refer the criminal history record to the supervisor and division director who supervises the designated position to determine if the information returned is for the correct person based on the information provided on the State of Florida Employment Application.

c) The Bureau of General Services will determine if the FBI has completed the criminal history background check.  If FDLE notifies the Bureau of General Services that the results are for a single-state offender, the criminal history background check is considered completed due to the receipt of the criminal history and will begin the procedures provided above in section 9 D (2) for Criminal History Background Check Results.  However, if FDLE notifies the Bureau of General Services that the results indicate the offender’s national status is “unknown person” or the person is a “multi-state offender,” the criminal history background check should be considered incomplete and the Bureau of General Services should not continue with the process until the results are received from the FBI.    

d) The Bureau of General Services will input the security check completed date in the People First system. The FBI results are titled "Civil Applicant Response."

e) The Bureau of General Services will review the employee’s personnel file and verify that the background information section of the employee’s employment application is consistent with the report of criminal history received from the FDLE and FBI.    

f) The Criminal History Background Check Review Group will determine final disposition of criminal history background check results if there is incomplete information on the disposition of the charges. This may include contacting police departments, reviewing court records, etc., as necessary. 

g) The Bureau of General Services will notify the Criminal History Background Check Review Group, supervisor and division director who supervises the designated position if there are criminal charges.  The Criminal History Background Check Review Group will determine if the criminal offense requires processing in accordance with section 9D (2) Criminal History Background Check Procedures of this policy.

h) The Bureau of General Services will file the criminal history record in the background-screening file. Any person who collects background-screening information must ensure that no extraneous, unverified, or unofficial information concerning an employee is placed in his or her background-screening file. Criminal history background check information is confidential and is not part of the employee’s official personnel file.  The criminal history background check information shall be maintained in a secured file location.  

i) The Bureau of General Services will process the invoice from FDLE for payment and complete the Criminal History Background Check Tracking Log.  Information will be updated and maintained in the People First system as appropriate.  

E.  Individual Criminal History Background Check Files

1) All correspondence and results related to criminal history background checks for employees, applicants, students, interns, volunteers and independent contractors should be maintained in a locked file or a secure location, separate from any official employee personnel files. These records should be retained for the duration of the employee's employment or volunteering or contract for services with the department or five years, whichever is greater. Records will then be destroyed in accordance with the record retention schedule.

2) Unauthorized disclosure of criminal history background check files for purposes other than determining employment eligibility or eligibility to perform services with the department may be considered a misdemeanor of the first degree and disciplinary action may also be taken in accordance with department disciplinary standards (Rule 60L-36.005-Disciplinary Standards).  

3) The Criminal History Background Check Tracking Log should be used to track access to criminal history background check files.

F.  Sharing Criminal History Background Check Information 

1) Licensing agencies and state agencies may share background-screening information including criminal history records as long as the information is being used for employment or licensing purposes and the FDLE has designated the requesting entity as a qualified entity and has signed a user agreement.

2) Each request for "shared" information must be recorded in the employee's criminal history background check file and must contain the following information: 

a) The name of the requestor;

b) The name of the individual releasing the information;

c) The date the information was released; and 

d) The purpose for which the information was released (i.e., licensure and/or employment).

e) If the employee has a criminal history record, the state identifier (SID) and/or FBI identifiers must be included in the record of dissemination. These identifiers are located on the arrest record from FDLE and FBI. 

3) Criminal history information is confidential; therefore, appropriate security measures must be used if this material is mailed or faxed. If material is mailed, the envelope must be sealed and marked "confidential" and if mailed through interoffice mail, the material should be placed in a separate sealed envelope marked "confidential" before being placed in an interoffice envelope. Information faxed must have a cover sheet indicating that the material is "confidential" and the sender and receiver must coordinate when the material is faxed.

4) For employees requesting copies of their criminal history background check results for licensure or renewal purposes, copies of the results will be sealed in a separate envelope marked "confidential" if returned to the employee for submission to the licensing agency. The criminal history background check must have been completed within the past five years. The Bureau of Human Resources may submit the license application and copies of the criminal history background check record directly to the licensing agency.
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EXHIBIT A

CRIMINAL HISTORY BACKGROUND CHECK POLICY

ACKNOWLEDGMENT FORM
I, ________________________________, have read and understand the provisions of 

               (Printed or Typewritten Name of Employee)

DOEA Policy 550.20 Criminal History Background Checks.  I acknowledge that my failure to comply 

with this policy may result in disciplinary action, up to and including dismissal.


__________________________________

______________________

                  Signature of Employee/Applicant


         
        Date


__________________________________

______________________

                      Signature of Supervisor



        Date

DOEA Policy 550.20 on Criminal History Background Checks – Exhibit A (January 2006)  

REVISED 1/06
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 request for criminal history background check

ORIGINATING OFFICE INFORMATION

Requestor: ______________________________________    Date: ___________________________

Division/Bureau/Office____________________________     Phone:  _________________________

EMPLOYEE/applicant/volunteer/intern INFORMATION

Name: ____________________________________________________________________________    

Race: ___________________  Sex:________________ DOB: _______________________________

Employee Number or Social Security Number:  _________________________________________

Current Address: __________________________________________________________________

City, State & Zip: __________________________________________________________________

Date Fingerprinted:_________________________________________________________________

POSITION  INFORMATION

Position Number: ____________________________________  Class Code:___________________

Position Title: _______________________________________   Location: _____________________

Org Code: __________________________________________  OCA: ________________________

Budget Entity: ______________________________________   Expansion Option (E.O.)________

FORWARD BOTH THE COMPLETED Application AND FINGERPRINT CARD TO THE Bureau of General Services

REVISED 1/06
[image: image1.wmf]
NOTE:   Sample Only. Do Not Use This Form. The original submission form is a carbon copy document and should be obtained from Human Resources. 


Florida Department of 








00000

Law Enforcement

FINGERPRINT/ NAME SEARCH 

SUBMISSION FORM


Agency Name:                                                                          Date:

	
	
	
	
	
	
	
	
	


Contact Person:                                                                       Acct/ORI #: 

                                                                                                                                                    Number                                                                       

                                                                                                                                                    Submitted            Submitted

Suncom #:                                             Fingerprints

                                                                                                   State checks only: 
__________

                                                                                                   State & Federal checks:
__________

Purchase 

Order #:                                                                                    Name Listings: (Diskette,                               

                                                                                             Correspondence, 119 Check)  __________


DO NOT INCLUDE RESUBMITS
      


Total to be billed: 

White & green/Billing – Gold/Contributor


Mail to:

Florida Department of Law Enforcement 

Crime Information Bureau

P.O. Box 1489

Tallahassee, Florida 32302

[image: image3.wmf]
INTEROFFICE MEMORANDUM

DATE:

TO: 

<Hiring Office>, <Contact Person>

FROM:

SUBJECT:
CRIMINAL HISTORY BACKGROUND CHECK RESULTS

INFORMATION

ONLY

This is to inform you we have received the FDLE Criminal History Background Check results on the following employee(s)/applicant(s)/volunteer(s)/student(s):

	Name
	Date Received

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


You will be contacted with further details if a criminal history record is identified.

If you have any questions, please contact Martha Billings in the Bureau of General Services (414-2064).

cc:  Division Director

REVISED 1/06
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BACKGROUND INFORMATION VERIFICATION FORM

______________________________________________


__________________________________

Lead Interviewer’s Printed Name





Interview for Position Number

______________________________________________


__________________________________

Applicant’s Printed Name





            Applicant’s Social Security Number

If you are selected for this position, a criminal record check will be conducted through the Florida Department of Law Enforcement (FDLE) and/or Federal Bureau of Investigation (FBI). Fingerprints will be used to check FDLE and FBI criminal history records. Other states may not call their offenses first-degree misdemeanors or felonies. For purpose of employment with the Department of Elder Affairs, out-of-state offenses similar to a Florida first-degree misdemeanor or felony must be reported on the State of Florida Employment Application. 

The terms “nolo contendere” and “adjudication of guilt withheld” appear in the Background Information section on the State of Florida Employment Application. A plea of nolo contendere is the same as a plea of no contest and means you do not admit or deny being guilty or innocent of the charges against you. Adjudication of guilt withheld is an action taken by the court and means the court is not making a final decision of guilt or innocence. If you have ever plead nolo contendere (no contest), had adjudication of guilt withheld, or been convicted of a first degree misdemeanor or felony, you must answer “yes” to the appropriate background information question(s) and provide the charge(s), date(s) and location(s) on the lines provided in the Background Information section of the state application. 

It is important to understand you will not be denied employment because of a listed criminal record unless the offense is directly related to the position for which you have applied. It will be considered a serious violation warranting dismissal if you are selected for this position and it is determined you falsified or failed to completely and accurately answer Background Information questions on your State of Florida Employment Application. 

You may correct your application during this interview without penalty. Listed below are examples of offenses that are often left off when completing the state application:

· Bad/Worthless Checks

·         Aggravated Assault 

· DUI w/ Property Damage or Bodily Injury

· Trespass After Warning

· Battery

· Resisting Arrest
Please review the Background Information section of your application now and check the appropriate block below. 

( I do not have any changes to make to my state application.

( I have made changes, initialed, and dated the changes to my state application. 

( Concerns about present or past offenses have been discussed and noted by the interviewer(s). 

I understand changes must be made if concerns are discussed which would require a “yes” answer to any or all background information questions. 

( Interview was conducted by telephone. Applicant was read the statements on this form and provided an opportunity to amend his or her state application. (Interviewer checks this box and one of the three boxes above to indicate the applicant’s selection.) 

__________________________________________________

_______________________

Applicant’s Signature






Date Signed

__________________________________________________

_______________________

Lead Interviewer’s Signature





                Date Signed

         

REVISED 1/06

FLORIDA DEPARTMENT OF ELDER AFFAIRS

CRIMINAL HISTORY BACKGROUND CHECK TRACKING LOG
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