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Definition

A background investigation is defined as any communication with an applicant's (or
employee's) former employer that concerns the education, training, experience,
qualifications, and job performance of the individual and that is used for the
purpose of evaluation for employment. Background investigation does include the
results of any state or federal criminal history records check.

Background Investigation Requirements

Only persons designated by the Superintendent shall perform background
investigations. Prior to contacting former employers or other persons, the
background investigator shall:

e Ascertain that the standard employment application for the type of position
has been completed in full.

e Obtain from the individual a consent to background investigation and release
as determined by the District.

e Make certain that the individual has identified each past employer who can
verify basic job information and discuss the individual's work performance
and reason for leaving.

e KExamine the application for a complete work history, accounting for any gaps
in employment.

At least three (3) previous supervisors should be contacted if possible.
Documentation of all references and attempts shall be maintained for three (3)
years. Upon making contact, the contacts or the former employer or employer's
agent should be provided the following information:

e The name and identifying information of the District.

e The name of the District representative making the inquiry and how the
representative can be contacted.

e The name of the former employee and period of employment as indicated
by the individual whose background is being investigated.



e The position for which the individual has applied, with descriptive
information as to the duties, if requested or necessary to understanding of
the inquiry.

The background investigator shall:

e Ask the questions, and complete the telephone reference form as provided
by the District.

e Make notes as necessary based upon the questions and responses, and
determine if there may be cause to contact others or make further
inquiries based upon the responses.
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