Template

This is a template.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Sample Criminal Background Check Notification
[Date]
[Employee Name]
[Address]
[City, State Zip]
RE:
Background Screening Notification

Dear [Employee Name]:

The Company is committed to maintaining a safe and professional environment for our employees and clients.  Recognizing the essential role that each of our employees fulfills in helping us to achieve this goal, we are implementing a new background screening requirement as part of our pre-employment process.  Effective [Date], all applicants selected for hire will be required to pass a pre-employment criminal background check.  With this new requirement, we seek to further ensure that all employees’ professional values align with those of the Company.

In accordance with this new requirement, and to ensure that all employees of the Company are treated in a fair and equitable manner, the Company will be conducting a one-time criminal background check for all current employees.  Attached is a consent form which we ask that you complete and return to [Human Resources] no later than [Date].

All information obtained through the background screening process will be maintained confidentially in accordance with Company policy and applicable local, state, and federal laws.  A criminal conviction will not necessarily disqualify an employee from continued employment with the Company.  Background information will be reviewed and employment eligibility determined in accordance with the following guidelines: 

· If no criminal convictions are reported, there will be no impact to employment status.

· If a criminal conviction occurred prior to employment with the Company information pertaining to the conviction will be compared to information disclosed on the original employment application.  If the information aligns, there will be no impact to employment status.  If there is a discrepancy in the information, or if the prior conviction was not disclosed on the employment application, the employee may be subject to disciplinary action up to and including termination due to falsification of information.

· If a criminal conviction occurred after an employee began employment with the Company, information pertaining to the conviction will be assessed as related to the nature of the work currently performed.  The level of correlation between the crime and the employee’s current job responsibilities will serve as the primary factor in determining eligibility for continued employment. 
· If a decision not to hire, promote, or to terminate is made based on the results of a background check, there may be certain additional Fair Credit Reporting Act (FCRA) requirements that will be handled by Human Resources in conjunction with the employment screening service (if applicable).  

Should you have any questions regarding the background screening process, please contact Human Resources.  We appreciate your support as we, together, continuously seek to exemplify our core beliefs of making our customer successful, engaging in a constant quest for innovation, providing products and services of unsurpassed quality, inventing the future through continuous improvement, and creating opportunities for great achievement.

Sincerely,

[Name]


[Title]
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