




Chapter 7 

organization may need to find ways to pay the cost of volunteer 
screening as another operating expense. 

Sometimes it may be possible to get a third party to pay for volunteer 
screening—for example, an Optimist Club may pay the cost of screening 
coaches for the soccer team it sponsors. In some cases, the cost of 
screening can be spread among the beneficiaries of the screening 
process. One way to do this is to increase the fee for belonging to a 
youth group. 

Resolving Inconsistencies and Inaccuracies 

One way to resolve inconsistencies in the information you receive from 
record checking is to place the responsibility on the applicant to have 
the record corrected. You can tell an applicant that you cannot accept 
his or her application for placement due to negative information you 
received. If the applicant feels that the information is in error, it is his or 
her responsibility to contact the agency that provided the information, 
have the record corrected, and obtain written verification that an error 
was made. When you receive the written verification from the reporting 
agency, you can then consider the application for placement. Until that 
time, you have no choice but to reject the application. 

Using Information From Records for Screening 

Assuming that your organization has been successful in gaining access 
to criminal history, child abuse, driving, and/or credit bureau records, 
the next decision is determining how the information should be used 
by your organization. Consider the following examples: 

❑	 The background check on an applicant for volunteer 
work with children shows that 20 years earlier he was 
arrested for child molestation. There are no 
disposition data in the record and no indication of 
other arrests. Do you accept the applicant and assign 
him to work with children? 

❑	 You have checked the driving records of a 75-year-old 
volunteer with the Meals on Wheels program and 
discovered that he has numerous traffic violations, 
including some for serious offenses that resulted in 
collisions. He still has insurance and his driver’s 
license but is close to accumulating the maximum 
number of points. What action do you take? 

❑	 An applicant for treasurer of your organization was 
convicted of burglary when she was in college. She 
has been active on your board of directors for 10 
years, and the criminal conviction was not discovered 
until the bonding company came across the 
information during its background check. Can you 
ignore the information and allow the individual to 
continue to handle your organization’s funds? 
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The answers to the previous questions depend upon the selection 
criteria your organization established before you started your screening 
process (see “Selection Criteria” in CHAPTER THREE: POSITION DESCRIPTIONS 

AND SELECTION CRITERIA). The purpose of identifying selection criteria 
before initiating the screening process is to avoid having to make 
decisions on an ad hoc basis. 

Record Checks Tools 

1. Volunteer Application And Notice Pursuant To The PROTECT Act 

2. Basic Driver Acceptability Guidelines 

3. Authorization to Check Criminal Record 

4. Affidavit of good moral character 

5. MVR Evaluation Form 

6. State Criminal History Record Repository Addresses 

Note: the forms in this book are for illustrative purposes only. They are 
based on forms that have been used in the field. They provide “real life” 
examples, rather than a recommended practice. 

The authoring organizations provided forms that they had designed for 
specific uses. These forms may not be appropriate, or complete, for 
other purposes or types of organizations. Copyright laws may also 
restrict copying the material. 
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VOLUNTEER APPLICATION AND NOTICE PURSUANT TO
 
THE PROTECT ACT
 

On April 30, 2003, President Bush signed into law the Prosecutorial Remedies and Other 

Tools to End the Exploitation of Children Today Act of 2003 (PROTECT Act).  Participating 

Local Organizations of the Boys & Girls Clubs of America (“B&GCA”) (“Local 

Organization(s)”) are taking part in a pilot program (“Pilot Program”) with the Federal 

Bureau of Investigation (“FBI”) and the National Center for Missing & Exploited Children 

(“NCMEC”) to obtain national and state criminal history background checks of the Local 

Organizations’ volunteers and volunteer applicants through fingerprint checks of those 

volunteers. 

Pursuant to the PROTECT Act the Local Organization may obtain fingerprints of its 

volunteers. The Local Organization may request the Attorney General of the United 

States to perform a national criminal background check using the volunteer’s fingerprints. 

The Local Organization may also request a fingerprint-based criminal background check 

from the state in which the Local Organization is located. The purpose of the 

background checks is to determine the fitness of the volunteer to provide care to 

children. 

Background checks will access criminal history record information held by the FBI and/or 

state criminal justice agencies. A determination of the volunteer’s fitness will be made by 

NCMEC. The fitness determination will be communicated to the Local Organization. 

NCMEC will also conduct a separate study of up to 5,000 volunteers to compare the 

criminal history record information obtained from the FBI to background information 

obtained from two background check companies. 

By signing this statement, you: 

1.	 Authorize the Local Organization to obtain a complete set of your fingerprints and 

acknowledge that the state and/or Attorney General may perform a criminal 

background check on you. 

2.	 Acknowledge that the Local Organization has the sole discretion to determine a 

volunteer’s status if the volunteer’s background check result is favorable, unfavorable, 

or indeterminate. 

3.	 Acknowledge that prior to the completion of the background check, the Local 

Organization has the sole discretion to deny you unsupervised access to children. 
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4.	 Acknowledge that you have the right to correct an erroneous record held by the 

Attorney General. You may do so by obtaining a criminal history record from the 

FBI and challenging its accuracy and completeness using a form available from 

the Local Organization. 

Signature	 Date 

Name and location of the Local Organization 

OCA #	 5 Digit Code # 

The PROTECT Act also requires you to provide a photocopy of a valid identifying 

document containing the following information: 

First Name Middle Name Maiden Name Last Name Date of Birth 

Street	 Apartment 

City	 State Zip 

Under the PROTECT Act, the Local Organization must ask whether you have a 

criminal record and, if so, what the particulars of such a record are. 

____ I have not been arrested or convicted of, nor am I under pending indictment 

for, any crimes. 

____ I have a criminal record. Such record may include, but is not limited to, 

felonies, misdemeanors involving crimes against a person, offenses involving sexual 

activity (even if considered “victimless crimes”), crimes involving drugs, and crimes 

involving abuse to animals. Please list all offenses accused of, including those that 

resulted in: 
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—Convictions 

—Convictions that have been resolved by post-conviction relief 

—Plea bargains 

—Arrests not resulting in convictions 

—Outstanding warrants 

—Pending indictments 

For each offense accused of, complete the following: 

Date Location/jurisdiction 

Describe the offense accused of and circumstances 

Outcome or disposition 

USE A SEPARATE SHEET FOR OTHER INSTANCES. 

I swear or affirm that the fingerprints submitted in support of this application are mine, 

the information provided is true and complete to the best of my knowledge, and any 

statement I have made that is found to be false may result in my being denied the 

opportunity to volunteer for the Local Organization. I swear or affirm that the 

identifying document I have provided, a photocopy of which is attached to this 

application, is true and accurate and is mine. I have been provided with a copy of this 

form and have read and understand it. 

Signature Date 
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SAMPLE 
Basic Driver Acceptability Guidelines 

Name ____________________________________ Division _________________ 

Location __________________________________ Date __________________ 

State of license __________________________ 

INSTRUCTIONS 

1.	 Evaluating the motor vehicle record is a primary step but not the only step in the initial 

evaluation of a prospective driver employee. 

2.	 Also consider the following: age, work history, license status 

3.	 If a prospective driver has more than 6 points, as scored below, seriously examine his or 

her qualifications before considering hiring as an employee or adding to the volunteer 

rolls. 

A. Age Points 

Under 25 2 

25-55 0 

Over 55 1 

B. License 

Licensed for less than three (3) years regardless of age. 2 

Not licensed in the state where he/she resides within the required 

time by the state. 1 

Only has an international or foreign driver’s license. 2 

C. Driving Restrictions 

No 0 

Yes 0 

If yes, what? (corrective lenses, restricted driving times, 

special equipment, vehicle class restriction)
 

Review the restrictions in order to determine if the person can meet the conditions
 

of employment or volunteer duties.
 

D. Acceptable Motor Vehicle Records [See MVR Evaluation form on pages 106-107 

in this book] 

GRADING 

Best 0-2 

Average 3-4 

Questionable 5-6 

Poor 6+ 
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SAMPLE 
Authorization to Check Criminal Record 

I, _____________________________________ (first, middle and last name of 
applicant), the undersigned, authorize ____________________________________ 
(name of agency/organization) to obtain information pertaining to any charges 
and/or convictions I may have had for federal and state criminal law violations to 
determine if I meet the standards for the position of _______________________ 
(actual title of the job or volunteer position within the organization). This 
information will include but not be limited to allegations and convictions for 
crimes committed upon minors and will be gathered from any law enforcement 
agency of this state, or any state or federal government to the extent permitted 
by state and federal law. 

Signed_______________________________________ Date _____________________ 
(applicant’s normal signature)  (month/day/year applicant s

 signed this form) 

Supervisor ______________________________________________________________ 

(printed name)  (signature) 

Personal Data (please print)
 

(To be completed by supervisor listed above)
 

Name of Applicant _______________________________________________________ 

(first, middle, last) 

Social Security No. or State Photo ID card No. ______________________________ 

(copied directly from applicant’s card) 

Driver’s License No. _______________State of Issuance ___ Expiration Date _____

     (copied directly from applicant’s license) 

Date of Birth: ________________________ 

(month/day/year) 
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SAMPLE 
Affidavit of Good Moral Character 

STATE OF FLORIDA 

COUNTY OF 

Before me this day personally appeared _______________, who, being duly sworn, deposes 

and says: I am an applicant for employment as a caretaker with, or I am currently employed 

as a caretaker with: _______________________________________________________________ 

By signing this form, I am swearing that I have not been found guilty or entered a plea of 

guilty or nolo contendere (no contest) regardless of the adjudication, to any of the following 

charges under the provisions of the Florida Statutes or under any similar statute of another 

jurisdiction. I also attest that I do not have a delinquency record that is similar to any of these 

offenses. 

I understand I must acknowledge the existence of any criminal records relating to the 

following list regardless of whether or not those records have been sealed or expunged. I 

understand that I am also obligated to notify my employer of any possible disqualifying 

offenses that may occur while employed in a position subject to background screening under 

Chapter 435, Florida Statutes. 

Reference Relating to 

Section 415.111 adult abuse, neglect, or exploitation of aged persons or disabled persons 

741.30 domestic violence and injunction for protection 

782.04 murder 

782.07 manslaughter, aggravated manslaughter of an elderly person or disabled 

adult, or aggravated manslaughter of a child 

782.071 vehicular homicide 

782.09 killing of an unborn child by injury to the mother 

784.011 assault, if the victim of the offense was a minor 

784.021 aggravated assault 

784.03 battery, if the victim of the offense was a minor 

784.045 aggravated battery 

787.075 battery on a detention or commitment facility staff 

787.01 kidnapping 

787.02 false imprisonment 

787.04(2) taking, enticing, or removing a child beyond the state limits with 

criminal intent pending custody proceedings 

787.04(3) carrying a child beyond the state lines with criminal intent to avoid 

producing a child at a custody hearing or delivering the child to the 

designated person 

787.04 moving a child from the state or concealing a child contrary to court 

order 

790.115(1) exhibiting firearms or weapons within 1,000 feet of a school 

790.115(2) possessing an electric weapon or device, destructive device, or other 

weapon on school property 

794.011 sexual battery 

794.041 prohibited acts with persons in familial or custodial authority 

Chapter 796 prostitution 

Section 798.02 lewd and lascivious behavior 
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Chapter 800 lewdness and indecent exposure 

Section 806.01 arson 

Chapter 812 felony theft and/or robbery and related crimes, if a felony 

Section 817.563 fraudulent sale of controlled substances, only if the offense was a felony 

825.102	 abuse, aggravated abuse, or neglect of diabled adults or elderly persons 

825.1025	 lewd or lascivious offenses committed upon or in the presence of an
 

elderly person or disabled adult
 

825.103	 exploitation of disabled adults or elderly persons. If the offense was a
 

felony
 

826.04	 incest 

827.03	 child abuse, aggravated child abuse, or neglect of a child 

827.04	 contributing to the delinquency or dependency of a child 

827.05	 negligent treatment of children 

827.071	 sexual performance by a child 

843.01	 resisting arrest with violence 

843.025	 depriving an officer means of protection or communication 

843.12	 aiding in an escape 

843.13 aiding in the escape of juvenile inmates in correctional institutions 

Chapter 847 obscene literature 

Section 847.05(1) encouraging or recruiting another to join a criminal gang 

Chapter 893 drug abuse prevention and control only if the offense was a felony 

or if any other person involved in the offense was a minor. 

Section 944.35(3) inflicting cruel or inhuman treatment on an inmate resulting in great 

bodily harm 

944.46	 harboring, concealing, or aiding an escaped prisoner 

944.47 introduction of contraband into a correctional facility
 

985.4045 sexual misconduct in juvenile justice programs
 

985.4046 contraband introduced into detention facilities
 

Under the penalty of perjury, which is a first degree misdemeanor, punishable by a definite 

term of imprisonment not exceeding one year and/or a fine not exceeding $1,000 pursuant 

to ss.837.012, or 775.082, or 755.083, Florida Statutes, I attest that I have read the forego­

ing, and I am eligible to meet the standards of good character for this caretaker position. 

_____________________________________________________________ Signature of Affiant 

OR 

To the best of my knowledge and belief, my record may contain one or more of the forego­

ing disqualifying acts or offenses. 

______________________________________________________________ Signature of Affiant 

Sworn to and subscribed before me this ______ day of _________________, _________. 

My commission expires 	 Notary Public, State of Florida 

My signature, as a Notary Public, verifies the affiant’s identification has been validated. 

Florida Department of Children and Families
 
www.clearwater-fl.com/gov/depts/parksrec/forms/pdf/Aff_Good_Moral_Char.pdf
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SAMPLE 
MVR Evaluation Form 

Driver Name__________________________________________ Division __________________ 

Location_____________________________________________ State of License ____________ 

Use this form to evaluate the acceptability of employees and volunteers who drive vehicles 

on behalf of the nonprofit organization. If the person meets the criteria of a section, stop, 

and initial and date the form. There’s no need to go further. 

MAJOR VIOLATIONS 

One major violation = Unacceptable 

TYPE QUANTITY 

❑ Manslaughter or negligent homicide using a motor vehicle 

❑ Driving while license is suspended or revoked 

❑ Operating a motor vehicle for the commission of a felony 

❑ Aggravated assault with a motor vehicle 

❑ Permitting an unlicensed person to drive 

❑ Reckless driving 

❑ Fleeing or evading police or roadblock 

❑ Resisting arrest 

❑ Racing (speed content) 

❑ Hit and run (bodily injury or property damage) 

❑ Failure to report an accident 

❑ Illegal passing of a school bus 

❑ Having a license suspended in the past related to moving violations 

❑ Other violations considered serious by state law 

1 = Unacceptable TOTAL ________

 Initials ________ Date ___________ 

MOVING VIOLATIONS 

Three moving violations OR two moving violations + one accident = Unacceptable 

TYPE Number 

❑ Speeding 

❑ Improper lane change 

❑ Failure to yield 

❑ Failure to obey traffic signal or sign 

❑ Careless driving 

3 = Unacceptable	 TOTAL ________

 Initials ________ Date ___________ 

Staff Screening Tool Kit—Third Edition 



Chapter 7 

ACCIDENTS 

Two or more accidents in the past seven years OR one accident and two moving violations 

= Unacceptable 

TYPE Quantity 

❑ No fault 

❑ At fault 

2 = Unacceptable or 

1 + 2 moving violations = Unacceptable TOTAL _________

 Initials__________ Date __________ 

INELIGIBILITY 

Those drivers who exceed the recommended guidelines for accidents or violations are 

ineligible to drive a vehicle owned by the nonprofit or to drive a personal vehicle on the 

nonprofit organization’s business. 
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State Criminal History Record Repository Addresses 

ALABAMA 
Department of Public Safety 
2720 A.W. Gunter Park Drive 
Montgomery, AL 36102 
Phone: 334-395-4322 FAX: 334-395-4350 
www.dhr.state.al.us/chc 

ALASKA 
Department of Public Safety 
P.O. Box 111200 
Juneau, AK 99811-1200 
Phone: 907-465-4336 FAX: 907-586-2762 

AMERICAN SAMOA 
Office of the Commissioner 
Department of Public Safety 
P.O. Box 1086 (Central Police Station, 
Fagatogo, American Samoa) 
Pago Pago, American Samoa 96799 
Phone: 9-011-684-633-2827 FAX: 9-011-684­
633-5111 

ARIZONA 
Arizona Department of Public Safety 
P.O. Box 6638 (2120 West Encanto Boulevard) 
Phoenix, AZ 85005-6638 
Phone: 602-223-2400 FAX: 602-223-2933 
www.dps.state.az.us/reports/criminalhistory/ 
default.asp 

ARKANSAS 
Arkansas Crime Information Center 
One Capitol Mall, 4D-200 
Little Rock, AR 72201 
Phone: 501-682-2222 FAX: 501-682-7444 
www.asp.state.ar.us/ 

CALIFORNIA 
California Department of Justice 
Criminal Justice Information Services Division 
4949 Broadway, Room J-232 
Sacramento, CA 95820 
Phone: 916-227-3044 FAX: 916-227-3079 
caag.state.ca.us/fingerprints/index.htm 

COLORADO 
Crime Information Center 
Department of Public Safety 
Colorado Bureau of Investigation 
690 Kipling Street, Room 3000 
Denver, CO 80215 
Phone: 303-239-4224 FAX: 303-233-8336 
www.cbirecordscheck.com/Index.asp 

CONNECTICUT 
Bureau of Identification 
Department of Public Safety 
1111 Country Club Road 
Middletown, CT 06457 
Phone: 860-685-8322 FAX: 860-865-8361 
www.state.ct.us/dps/SPBI.htm 

DELAWARE 
State Bureau of Identification 
Delaware State Police 
P.O. Box 430, (1407 North DuPont Highway) 
Dover, DE 19903 
Phone: 302-739-5872 FAX: 302-739-5888 
www.state.de.us/dsp/sbi.htm 

DISTRICT OF COLUMBIA 
Records Department 
Metropolitan Police Department 
300 Indiana Ave., NW, Room 5054 
Washington, DC 20001 
Phone: 202-727-5516 FAX: 202-727-3896 
mpdc.dc.gov/serv/reports/ 
policeclearances.shtm 

FLORIDA 
Criminal Justice Information Systems 
Florida Department of Law Enforcement 
P.O. Box 1489 (2331 Phillips Rd., 32302)
 
Tallahassee, FL 32302-1489
 
Phone: 850-410-7100 FAX: 850-410-7125
 
www.fdle.state.fl.us/BackgroundChecks/
 

GEORGIA 
Georgia Crime Information Center 
Georgia Bureau of Investigation 
P.O. Box 370748 
Decatur, GA 30037-0748 
Phone: 404-244-2601 FAX: 404-244-2706 
www.state.ga.us/gbi/crimhist.html 

GUAM 
Superior Court of Guam 
Guam Judicial Center 
120 West O’Brien Drive 
Hagatna, GU 96910 
Phone: 671-475-3270 
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HAWAII 
Criminal Justice Data Center 
Department of the Attorney General 
Kekuanao’a Building, Room 101 
465 South King Street 
Honolulu, HI 96813 
Phone: 808-587-3110 FAX: 808-587-3109 
www.state.hi.us/hcjdc/crimhistory.htm 

IDAHO 
Bureau of Criminal Identification 
Idaho State Police 
P.O. Box 700 (700 S. Stratford Drive, 83642) 
Meridian, ID 83680 
Phone: 208-884-7132 FAX: 208-884-7193 
www.isp.state.id.us/identification/ 
crime_history/index.html 

ILLINOIS 
Division of Administration 
Illinois State Police 
P.O. Box 19461 (125 E. Monroe, Room 401) 
Springfield, IL 62794-9461 
Phone: 217-785-2035 FAX: 217-524-5794 
www.isp.state.il.us/crime/uciahome.htm 

INDIANA 
Indiana State Police 
Records Division 
IN Government Center, Third Floor 
100 North Senate Avenue 
Indianapolis, IN 46204 
Phone: 317-232-8265 FAX: 317-232-0652 
www.in.gov/isp/lch 

IOWA 
Division of Criminal Investigation 
Iowa Department of Public Safety 
Wallace State Office Building 
Des Moines, IA 50319 
Phone: 515-281-5138 FAX: 515-242-6297 
www.state.ia.us/government/dps/dci/ 
crimhist.htm 

KANSAS 
Kansas Bureau of Investigation 
1620 Southwest Tyler Street 
Topeka, KS 66612-1837 
Phone: 785-296-8200 FAX: 785-296-6781 
www.accesskansas.org/kbi/info_rci.htm 

KENTUCKY 
Kentucky State Police 
Records Section 
1250 Louisville Road 
Frankfort, KY 40601 
Phone: 502-227-8724 FAX: 502-227-8734 
www.kentuckystatepolice.org/faq.htm#8 

LOUISIANA 
Bureau of Criminal Investigation 
Office of State Police 
P.O. Box 66614 (265 South Foster, 70806) 
Baton Rouge, LA 70896 
Phone: 225-925-6095 FAX: 225-925-7005 
www.lsp.org/who_support.html#criminal 

MAINE 
State Bureau of Identification 
Maine State Police 
36 Hospital Street 
Augusta, ME 04333 
Phone: 207-624-7009 FAX: 207-624-7088 
www.informe.org/PCR/ 

MARYLAND 
Criminal Justice Information System-Central 
Repository 
Maryland Department of Public Safety 
& Correctional Services 
P.O. Box 32708 
Pikesville, MD 21282-2708 
Phone: 410-764-4501 FAX: 410-653-4466 Toll 
free: 1-800-795-0011 
www.dpscs.state.md.us/cjis/storefront.shtml 

MASSACHUSETTS 
Massachusetts Criminal History Systems Board 
200 Arlington Street, Suite 2200 
Chelsea, MA 02150 
Phone: 617-660-4600 FAX: 617-660-4613 
www.state.ma.us/chsb/ 

MICHIGAN 
Criminal Justice Information Center 
Michigan Department of State Police 
General Office Building 
7150 Harris Drive 
Lansing, MI 48913 
Phone: 517-322-5511 FAX: 517-322-0635 
www.michigan.gov/msp/0,1607,7-123­
1589_1878_8311—,00.html 
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MINNESOTA 
Bureau of Criminal Apprehension 
Department of Public Safety 
1246 University Avenue 
St. Paul, MN 55104 
Phone: 651-642-0687 FAX: 651-642-2124 
www.dps.state.mn.us/bca/CJIS/documents/ 
Page-15-01.html 

MISSISSIPPI 
Department of Public Safety 
Criminal Information Center 
3891 Highway 468 West 
Pearl, MS 39208 
Phone: 601-933-2600 FAX: 601-933-2676 

MISSOURI 
Criminal Records and Identification Division 
Missouri State Highway Patrol 
P.O. Box 568 (1510 East Elm) 
Jefferson City, MO 65102 
Phone: 573-526-6160 FAX: 573-751-9382 
www.ci.st-joseph.mo.us/planning/ 
Planning%20Forms/Criminal%20Record%20 
Request%20Form%202003.pdf 

MONTANA 
Montana Department of Justice 
Justice Information Services Division 
Scott Hart Building, room 564 
P.O. Box 201403 (303 North Roberts) 
Helena, MT 59620-1403 
Phone: 406-444-3625 FAX: 406-444-0689 
doj.state.mt.us/enforcement/ 
backgroundchecks.asp 

NEBRASKA 
Investigative Services Division 
Nebraska State Patrol 
P.O. Box 94907 (1600 Nebraska Highway 2, 
68502) 
Lincoln, NE 68509 
Phone: 402-479-4099 FAX: 402-479-4022 
www.nsp.state.ne.us/findfile.asp?id2=174 

NEVADA 
Records & Identification Services 
Nevada Highway Patrol 
808 West Nye Lane 
Carson City, NV 89703 
Phone: 775-687-1600, ext. 268 FAX: 775­
687-1843 
nvrepository.state.nv.us/ 

NEW HAMPSHIRE 
New Hampshire State Police 
Support Services Bureau 
10 Hazen Drive 
Concord, NH 03305 
Phone: 603-271-3793 FAX: 603-271-6214 
www.state.nh.us/safety/nhsp/cr.html#criminal 

NEW JERSEY 
Records & Identification Section 
New Jersey State Police 
P.O. Box 7068, River Road 
West Trenton, NJ 08628-0068 
Phone: 609-882-2000, ext. 2311 FAX: 609­
530-4856 
www.njsp.org/about/serv_chrc.html#icbc 

NEW MEXICO 
Department of Public Safety 
Technical and Emergency Support Division 
P.O. Box 1628 (4491 Cerrillos Road) 
Santa Fe, NM 87504-1628 
Phone: 505-827-9185 FAX: 505-827-3434 
www.dps.nm.org/faq/record_request.htm 

NEW YORK 
NY State Division of Criminal Justice Services 
Office of Operations and Systems 
Stuyvesant Plaza, Executive Park Tower 
4 Tower Place 
Albany, NY 12203 
Phone: 518-457-6050 FAX: 518-457-3089 
criminaljustice.state.ny.us/crimnet/mail.htm 

NORTH CAROLINA 
Identification Section 
North Carolina Bureau of Investigation 
P.O. Box 29500 (407 North Blount Street) 
Raleigh, NC 27626 
Phone: 919-662-4500 FAX: 919-662-4380 

NORTH DAKOTA 
Information Services Division 
Bureau of Criminal Investigation 
Office of the Attorney General 
(4205 State Street, 58502) 
P.O. Box 1054 
Bismarck, ND 58502-1054 
Phone: 701-328-5500 FAX: 701-328-5510 
www.ag.state.nd.us/BCI/CHR/CHR.htm 
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OHIO 
Identification Division 
Ohio Bureau of Criminal Identification & 
Investigation 
P.O. Box 365 (1580 State Route 56, SW)
 
London, OH 43140
 
Phone: 740-845-2204 FAX: 740-845-2024
 
www.webcheck.ag.state.oh.us/
 

OKLAHOMA 
Bureau of Investigation 
Information Services Division 
6600 North Harvey Place, Suite 300 
Oklahoma City, OK 73116-7912 
Phone: 405-879-2535 FAX: 405-843-3804 
www.osbi.state.ok.us/CrimHistQuest.htm 

OREGON 
Forensic Services 
Identification Services Section 
Oregon State Police 
3772 Portland Road, N.E. 
Salem, OR 97303 
Phone: 503-378-3070 FAX: 503-378-2121 
www.osp.state.or.us/ 

PENNSYLVANIA 
Bureau of Records & Information Services 
Pennsylvania State Police 
1800 Elmerton Avenue 
Harrisburg, PA 17110 
Phone: 717-783-5588 FAX: 717-772-3681 
www.psp.state.pa.us/patch/site/default.asp 

PUERTO RICO 
Criminal Justice Information Systems 
Puerto Rico Department of Justice 
P.O. Box 192 (601 Olimpo St., Miramar,
 
Puerto Rico)
 
San Juan, PR 00902
 
Phone: 787-729-2121 FAX: 787-729-2261
 

RHODE ISLAND 
Department of the Attorney General 
Bureau of Criminal Identification 
150 South Main Street 
Providence, RI 02903 
Phone: 401-274-4400 FAX: 401-222-2929 
www.riag.state.ri.us 

SOUTH CAROLINA 
South Carolina Law Enforcement Division 
P.O. Box 21398, (4400 Broad River Road, 
29210) 
Columbia, SC 29221-1398 
Phone: 803-896-7142 FAX: 803-896-7022 
www.sled.state.sc.us/default.htm 

SOUTH DAKOTA 
Office of the Attorney General 
Division of Criminal Investigation 
Identification Section 
500 East Capitol Avenue 
Pierre, SD 57501 
Phone: 605-773-4614 FAX: 605-773-4629 
dci.sd.gov/administration/id/cch.htm 

TENNESSEE 
Tennessee Bureau of Investigation 
901 R.S. Gass Boulevard 
Nashville, TN 37216 
Phone: 615-744-4000 FAX: 615-744-4656 
www.tbi.state.tn.us/divisions/isd_riu_taps.htm 

TEXAS 
Crime Records Service 
Texas Department of Public Safety 
P.O. Box 4143 (5805 North Lamar Boulevard,
 
78752)
 
Austin, TX 78765-4143
 
Phone: 512-424-2077 FAX: 512-424-5911
 
www.txdps.state.tx.us/administration/
 
index.htm#crs
 

VERMONT 
Crime Information Center 
Department of Public Safety 
103 South Main Street 
Waterbury, VT 05671-2101 
Phone: 802-241-5220 FAX: 802-241-5552 
www.dps.state.vt.us/cjs/recordcheck.html 

VIRGIN ISLANDS 
Records Management Officer 
Records Bureau 
VI Police Department 
Criminal Justice Complex 
Charlotte Amalie 
St. Thomas, VI 00802 
Phone: 340-774-2211, ext. 4121 FAX: 340­
774-5592 

VIRGINIA 
Bureau of Administration & Support Services 
Virginia State Police 
P.O. Box 27472 
Richmond, VA 23261-7472 
Phone: 804-674-2217 FAX: 604-674-2234 
www.vsp.state.va.us/cjis_chrc.htm 
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WASHINGTON 
Criminal Records Division 
Washington State Patrol 
321 Cleveland, Suite A 
Tumwater, WA 98501 
Phone: 360-705-5100 FAX: 360-570-5274 
www.wsp.wa.gov/crime/crimhist.htm 

WEST VIRGINIA 
West Virginia State Police 
725 Jefferson Road 
South Charleston, WV 25309 
Phone: 304-746-2111 FAX: 304-746-2246 
http://www.wvstatepolice.com/ 

WISCONSIN 
Crime Information Bureau 
Wisconsin Department of Justice 
123 West Washington Avenue 
Madison, WI 53702 
Phone: 608-266-7399 FAX: 608-267-1338 
www.doj.state.wi.us/dles/cib/ 

WYOMING 
Division of Criminal Investigation 
316 West 22nd Street 
Cheyenne, WY 82002 
Phone: 307-777-7181 FAX: 307-777-7252 
attorneygeneral.state.wy.us/dci/chc.html 

State Online Sex Offender Registries 

Alabama
 
www.dps.state.al.us/public/abi/system/so/
 

Alaska
 
www.dps.state.ak.us/nSorcr/asp/
 

American Samoa
 
No online sex offender registry/information.
 

Arizona
 
www.azsexoffender.com/
 

Arkansas
 
www.acic.org/Registration/index.htm
 

California
 
http://caag.state.ca.us/megan
 

Colorado
 
http://sor.state.co.us
 

Connecticut
 
www.state.ct.us/dps/Sor.htm
 

Delaware
 
www.state.de.us/dsp/sexoff/index.htm
 

District of Columbia
 
http://mpdc.dc.gov/serv/sor/sor.shtm
 

Florida
 
www.fdle.state.fl.us/sexual_predators/
 

Georgia
 
www.ganet.org/gbi/sorsch.cgi
 

Guam
 
www.sor.guamjustice.net/
 

Hawaii
 
www.state.hi.us/hcjdc/sexoffender.htm
 

Idaho
 
www.isp.state.id.us/identification/
 
sex_offender/
 

Illinois
 
www.isp.state.il.us/sor/frames.htm
 

Indiana
 
www.state.in.us/serv/cji_sor
 

Iowa
 
www.iowasexoffenders.com/
 

Kansas
 
https://www.accesskansas.org/apps/
 
kbiro_search.html
 

Kentucky
 
http://kspsor.state.ky.us/
 

Louisiana
 
www.lasocpr.lsp.org/socpr/
 

Maine
 
No online sex offender registry/information.
 

Maryland
 
www.dpscs.state.md.us/sor
 

Massachusetts
 
www.state.ma.us/sorb/
 

Michigan
 
www.mipsor.state.mi.us/
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Minnesota
 
www.dps.state.mn.us/bca/Invest/Documents/
 
Page-07.html
 

Mississippi
 
www.sor.mdps.state.ms.us/
 

Missouri
 
No online sex offender registry/information.
 
Missouri Sexual Offender Registration Audit
 
Report
 

Montana
 
http://svor2.doj.state.mt.us:8010/index.htm
 

Nebraska
 
www.nsp.state.ne.us/sor/find.cfm
 

Nevada
 
No online sex offender registry/information.
 

New Hampshire
 
www.state.nh.us/soupermail/secure/
 
cprsor.html
 

New Jersey
 
www.njsp.org/info/reg_sexoffend.html
 

New Mexico
 
www.nmsexoffender.dps.state.nm.us
 

New York
 
http://criminaljustice.state.ny.us/nsor/
 
index.htm
 

North Carolina
 
http://sbi.jus.state.nc.us/DOJHAHT/SOR/
 
Default.htm
 

North Dakota
 
www.ndsexoffender.com/
 

Northern Mariana Islands
 
No online sex offender registry/information.
 

Ohio
 
www.drc.state.oh.us/cfdocs/inmate/
 
search.htm
 
(OH Dept. of Rehabilitation & Correction
 
Inmate Data)
 

Oklahoma
 
http://docapp8.doc.state.ok.us/servlet/
 
page?_pageid=190&_dad=portal
 
30&_schema=PORTAL30
 

Oregon
 
No online sex offender registry/information.
 

Pennsylvania
 
www.psp2.state.pa.us/SVP/index.htm
 

Puerto Rico
 
No online sex offender registry/information.
 

Rhode Island
 
No online sex offender registry/information.
 

South Carolina
 
www.sled.state.sc.us/SLED/
 
default.asp?Category=SCSO&Service=SCSO_01
 

South Dakota
 
www.sddci.com/administration/id/
 
sexoffender/about.htm
 

Tennessee
 
www.ticic.state.tn.us/SEX_ofndr/
 
search_short.asp
 

Texas
 
http://records.txdps.state.tx.us/so_search.cfm
 

Utah
 
www.udc.state.ut.us/asp-bin/
 
sexoffendersearchform.asp
 

Vermont
 
http://170.222.24.9/cjs/s_registry.htm
 

Virgin Islands
 
No online sex offender registry/information.
 

Virginia
 
http://sex-offender.vsp.state.va.us/Static/
 
Search.htm
 

Washington
 
No online sex offender registry/information.
 

West Virginia
 
www.wvstatepolice.com/sexoff/
 

Wisconsin
 
www.wi-doc.com/offender.htm
 

Wyoming
 
http://attorneygeneral.state.wy.us/dci/so/
 
so_registration.html
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Other Screening Techniques
 

Checklist for Your Organization’s Use of Other 
Screening Techniques 

❑	 Does the nonprofit possess the required expertise available to 
apply the technique? 

❑	 Does the selected technique represent the best source for the 
information to be obtained? 

❑	 Is use of the selected technique legal in the state(s) where 
the nonprofit does business? 

❑	 Is the use of the technique driven by specific position-related 
requirements? 

❑	 Are the privacy and confidentiality rights of the applicant 
preserved whenever the technique is used? 

❑	 Is the use of the technique worth its cost? 

Key Points Covered in This Chapter 
A few organizations may need to use other screening techniques in 
order to be reasonably sure that successful applicants will meet the 
demands of the positions. These techniques include medical 
examinations, drug testing, performance assessments and psychological 
testing. In deciding to use these techniques, organizations should ensure 
that the information obtained affords a valid and necessary 
measurement of the attributes the organization is attempting to 
measure. 

This chapter discusses some of the other screening techniques and the 
application and misapplications in the screening process. 
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Considering Less Common Screening Techniques 
In addition to the applications, interviews, reference checking and use 
of criminal history and other records for screening applicants, a few 
community-serving organizations use other kinds of screening, 
including physical examinations, drug tests, psychological personality 
tests, and lie detector tests. 

As with other kinds of screening, your organization needs to weigh the 
benefits received from the use of these techniques against their costs 
and the loss of privacy for your applicants. Some forms of screening are 
illegal in some circumstances; some, in every circumstance. Virtually all 
of the screening techniques described in this chapter require special 
expertise to administer, thereby increasing their cost. 

The information acquired through some of these screening techniques 
is intensely personal and requires some sacrifice of the subject’s personal 
privacy. The positions for which any of these techniques are used, 
therefore, should be those in which the relationship between the 
screening tool and the position are clearly established—for example, 
drug tests for drivers or psychological tests for individuals who apply to 
be foster parents. 

The organization that employs these screening techniques must ensure 
that the files containing access to test information are closely 
controlled. Only individuals who can interpret their significance and 
have a legitimate need to do so should have access to test results. 

Performance Assessment 

When position descriptions specify responsibilities requiring physical 
abilities or special skills, applicants may be asked to demonstrate their 
ability to fulfill the position requirements. For example, if the position 
description absolutely requires lifting forty-pound bales of newspaper at 
a recycling center, you may ask applicants to demonstrate their ability 
to handle a forty-pound weight. The measurement is objective and 
based upon the requirements of the position; therefore, it is 
nondiscriminatory if all applicants for the position are subjected to the 
same performance test. 

When you are interviewing applicants for positions working with 
vulnerable populations, you may want to include an observation period 
as part of your screening. During this time, the applicant would be 
asked to work or interact with some of the service recipients with whom 
he or she would be working if selected for the position. The applicant’s 
interactions with clientele should be observed to determine whether he 
or she: 

❑	 has realistic expectations of the capabilities of the 
clientele; 

❑	 demonstrates a sense of humor; 
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❑	 exhibits interest, warmth, enthusiasm, and patience; 

❑	 uses positive techniques to guide behavior; 

❑	 shows a willingness to participate in all kinds of 
activities and routines, including messy ones; 

❑	 comforts individuals who are distressed; 

❑	 supports the other staff; and 

❑	 appears comfortable in the setting (adapted from 
Koralek, 1992). 

Drug Testing 

During the 1980s, under the leadership of the federal government, 
public concern heightened about the presence of drugs in the 
workplace. Many employers established drug-screening programs for 
their applicants. When these tests were first implemented, many viewed 
them as an infringement of individual privacy. Over time, however, 
drug testing has become more common, and our tolerance for the 
intrusions inherent in such testing has increased. There have been some 
positive results noted. A U.S. Department of Health and Human Services 
study showed that in 1985, 16.7 percent of workers said that they had 
used illicit drugs in the past month; in 1993, it had decreased to 7 
percent. 

In most, if not all, areas, a nongovernmental organization can establish 
a policy mandating that applicants who have received a conditional 
offer of employment undergo a drug screening. Such a policy gives the 
applicant the choice of taking and passing the test or not being 
accepted. You should seek legal counsel as you develop your drug 
screening process to ensure that it complies with federal and state laws, 
including the ADA, as this law has specific requirements for conducting 
medical examinations. As an example of state laws, Minnesota law 
limits drug testing to five circumstances: 

❑	 to prescreen job applicants, 

❑	 to make drug screening part of an annual physical 
examination, 

❑	 to perform random drug testing on all employees, 

❑	 to do drug testing when there is reasonable suspicion 
of a problem, or 

❑	 to do testing in affiliation with a treatment program. 

Note: Other states may take a more restrictive approach. Just as in other 
areas of employment law, volunteers may not be subject to all of the 
procedural safeguards that exist for paid employees. 
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When considering whether to conduct drug screening, the organization 
should examine the specific risks it is trying to minimize. One factor 
might be the exposure that the position affords to controlled 
substances. A volunteer in a hospital, for example, could have more 
exposure to controlled substances than would a volunteer librarian’s 
aide. 

Safety of other staff and service recipients is also a consideration. The 
employment of individuals in care-giving positions where vulnerable 
recipients could be endangered may justify drug testing. Under the 
Federal Omnibus Transportation Act of 1991, testing is mandatory for 
“transportation workers hauling 15 or more passengers in shuttles or 
buses, and those larger transports with 26,000 pounds of carrying 
capacity.” As of January 1, 1996, this requirement became applicable to 
volunteer drivers as well as employees. 

Alcohol Screening 

Because alcoholism is included as a disability under the ADA, your 
organization may be prohibited from conducting screening for the 
presence of alcohol before you make an offer of employment. However, 
if an applicant arrives for an interview reeking of alcohol and acting 
visibly drunk, you could reasonably exclude that applicant from 
consideration, as you could reason that such demeanor would interfere 
with the individual’s ability to perform the essential functions of the job 
and could pose a direct threat to the property and safety of others. 

Physical Examinations 

The ADA does not permit an employer to require medical examinations 
prior to the time that a good-faith offer of employment is made. 
According to the ADA, a medical examination is one that: 

❑	 is administered or interpreted by a health care 
professional or trainee; 

❑	 is designed to reveal an impairment or the status of 
an individual’s physical or psychological health; 

❑	 is invasive (e.g., requires drawing of blood or urine); 

❑	 measures physiological or psychological responses; 

❑	 is normally done in a medical setting; and 

❑	 requires the use of medical equipment or devices. 

Your organization can require a physical examination of an applicant 
only if all employees in similar positions are required to undergo the 
same examination. Any medical information you collect during the 
screening process should be kept in a separate, confidential file. The 
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privacy provisions of the Health Insurance Portability and Accounting
 
Act apply when an employer seeks protected health information directly
 
from a health care provider or other entity covered by HIPAA. Examples
 
of such instances are when an employer obtains drug test or pre­
employment physical information directly from a medical provider, or
 
receives information from a medical provider regarding an employee’s
 
workplace injury.
 

Psychological Testing 

Our society has a penchant for scientific and technological procedures.
 
The development and promotion of various psychological tests for a
 
wide variety of diagnostic applications are manifestations of our desire
 
to be techno-sophisticated. Sometimes, however, our reliance on science
 
results in attempts to use psychological testing in ways that may misuse
 
the measurement instruments.
 

Psychological tests used for pre-employment screening purport to
 
measure personality traits, integrity, and vocational interests. As we are
 
limiting our discussion to screening for risk reduction, we will focus our
 
attention on tests that are often used in that context.
 

There are many tests that purport to measure integrity. Specific
 
attributes that these tests measure include conscientiousness, reliability,
 
dependability, carefulness, and responsibility. A study published in the
 
Journal of Applied Psychology (Ones, Viswesvaran, and Schmidt, 1993)
 
found that “integrity tests have substantial evidence of generalizable
 
validity.”
 

If you decide to use pre-employment psychological testing, the
 
instruments you use should be legal (i.e., they should conform with the
 
Uniform Guidelines on Employee Selection Procedures as adopted by
 
the Equal Employment Opportunity Commission and comply with the
 
ADA, the Civil Rights Act of 1991, and the Age Discrimination in
 
Employment Act) and meet the professional standards of the American
 
Psychological Association’s Standards for Education and Psychological
 
Testing (Cleaves, 1998).
 

A few community-serving organizations are using psychological tests to
 
screen staff. Many of these are organizations that work with children
 
and use psychological tests to screen staff for abusive tendencies. The
 
use of psychological testing for this kind of staff screening is not
 
without its problems, however. The American Bar Association points out
 
that many psychological tests are “general in nature, and those tests
 
that are child abuse specific were originally developed to assess abusive
 
parents, not child care and youth-service workers” (American Bar
 
Association, 1991).
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Since the commonly used psychological tests were not designed to 
measure abusive tendencies of child- and youth-serving staff, the values 
of these tests for predicting abusive tendencies may be questionable at 
best. One possible reason for the lack of a reliable and valid profile for 
child abusers may be the complex interaction of multiple factors that 
contribute to the abuse (Finkelhor, 1986). 

An additional obstacle to the use of psychological tests is the need to 
use professionally trained personnel to administer the tests and 
interpret the results. Unless your organization has staff qualified to 
administer the specific tests to be used by your organization, outside 
psychologists must be retained—sometimes at considerable cost. 

The following is a list of psychological tests often used to screen 
applicants. With each test is a description of how it is designed to be 
used, as well as some of its limitations. 

Minnesota Multiphasic Personality Inventory (MMPI) 

This is the most frequently administered clinical test in the United 
States. There are two versions, the original MMPI and a newer version, 
the MMPI-2. The test provides information on ten personality scales. 
Both the MMPI and MMPI-2 may be computer-scored and computer-
interpreted, which facilitates their use by organizations. Even with the 
use of computers, however, it is important to stress that the staff 
administering the tests and using the results need to be professionally 
trained. 

Because of the popularity of the MMPI, new scales are constantly being 
devised and tested. Several attempts have been made to use the MMPI to 
identify child abusers and pedophiles. However, the problem to date 
with attempts to use the MMPI to identify child abusers is that 
researchers have been unable to derive a specific profile for these 
individuals. As reported by Yanagida and Ching, “a predominate MMPI 
profile did not emerge for abuser groups relative to other comparison 
groups.” (Yanagida and Ching, 1993). In other words, the MMPI cannot 
specifically identify child abusers. 

In the past, at least one youth-serving organization was forced by its 
insurance carrier to use the MMPI for screening applicants to identify 
possible pedophiles. This is a misuse of the instrument and has been 
abandoned as a screening tool. 

Sixteen Personality Factor Questionnaire (16 PF) 

The 16 PF is similar to the MMPI in that it is a “projective, personality 
test.” It was not designed to identify child molesters or other categories 
of individuals ordinarily the target of screening efforts, and its use for 
that purpose has not been validated. Some organization may use the 16 

Staff Screening Tool Kit—Third Edition 120 



PF for human resource management uses, but it is not particularly useful 
as a risk management tool. 

Chapter 8 

Milner’s Child Abuse Potential Inventory (CAP) 

The Child Abuse Potential Inventory (CAP) is a self-administered 
screening device that measures factors such as distress, rigidity, 
problems with children, problems with family, problems with others, 
unhappiness, and loneliness. The CAP, developed by Dr. Joel Milner, 
contains 160 items to which respondents either agree or disagree. 
Seventy-seven of the statements constitute the abuse scale. The CAP is 
computer-scored and -interpreted, which makes it easier to administer; 
however, individuals administering the CAP should have training to 
ensure its proper use. 

The CAP is intended to measure the potential for physical abuse. It is 
not intended or recommended for attempting to measure the potential 
for other forms of abuse. The CAP has been used to screen childcare 
workers with some success, but the developer cautions against using the 
CAP as a sole measure for making a selection decision. The results of the 
CAP should be used in conjunction with other sources of information 
when used in applicant screening (Milner, 1989). 

Abel Screen 

The Abel Screen involves a question-and-answer test looking at slides of 
boys, girls, men, and women in various stages of dress and undress. 
While the subject is viewing the slides, a physiological measurement is 
made. 

The Abel Screen may represent a breakthrough in the ability to screen 
individuals with sexual desires for children. However, whether the 
screen is suitable for use by the majority of employers is doubtful. 
Furthermore, no independent verification of its reliability or validity has 
been made, and few people are trained to administer the screen. 

Electromechanical Devices 

Some researchers have attempted to identify pedophiles and other 
undesirable individuals through the use of machines. These machines 
include plethysmographs, polygraphs, and psychological stress 
evaluators (PSEs). The use of any of these devices for screening 
applicants for staff positions is questionable for a variety of legal and 
practical reasons. 

Plethysmographs 

A plethysmograph is a device that measures the changes in volume of a 
part of the body due to variations in the blood supply. A penile 
plethysmograph is used to measure changes in the volume of the penis 
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during sexual arousal. The data gathered from this kind of measurement 
is called phallometric data. Some researchers have attempted to use 
plethsymography to identify male pedophiles. Due to the invasiveness 
of the procedure and the high degree of skill required by those 
administering plethysmographic assessments, its widespread use for 
screening applicants for sexual aggression and child molestation is 
impractical. 

Polygraphs 

Any discussion of personnel screening techniques should at least touch 
on the subject of polygraphs, or “lie detectors.” These machines detect 
changes in body functions during interviews. Polygraphs measure 
respiration, pulse, and galvanic skin response (the ability of the skin to 
conduct electricity) and actually indicate the body’s stress levels rather 
than truthfulness. Polygraph operators need to be trained and certified 
in interviewing subjects and interpreting the paper recording generated 
by the machine. The Employee Polygraph Protection Act of 1988 
prohibits the use of polygraphs in employee selection (see CHAPTER TWO, 
LEGAL ISSUES PERTAINING TO SCREENING, for additional discussion). Their use 
for screening volunteers is discouraged for many of the same reasons 
that prompted enactment of the federal law. 

Psychological Stress Evaluators 

Psychological stress evaluators (PSEs) are devices that measure minute 
variations in voice frequencies caused by stress. The devices are easier to 
use than polygraphs as there is no physical contact required with the 
subjects, who in many cases will not know that their responses are 
being monitored. 

The PSE can accurately detect changes in voice patterns; however, it 
cannot ascribe the changes to deceptiveness or falsehoods. Thus, an 
expert must interpret the results. Also, the quality and sensitivity of the 
equipment may vary, affecting the accuracy of results. 

Other Screening Techniques — Tools 

1. Record of Road Test, American Red Cross 

Note:  The forms in this book are for illustrative purposes only. They are 
based on forms that have been used in the field. They provide “real life” 
examples, rather than a recommended practice. 

The authoring organizations provided forms that they had designed for 
specific uses. The forms may not be appropriate, or complete, for other 
purposes or types of organizations. Copying the material may also be 
restricted by copyright laws. 
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SAMPLE 
Record of Road Test 

Driver’s Name __________________________ Date of Birth _______  Date of Test ______ 

Address _______________________________________________________________________ 

Year and Make of Vehicle ________________ Plate No. __________ Vehicle No. _________ 

❑ License Attached ❑ License No.___________________ ❑ Passed ❑ Failed 

REASONS FOR FAILURE IN ROAD TEST: 

Grounds for Immediate Failure: ___________________________________________________ 

❑ Accident ❑ Dangerous Action ❑ Serious Violation ❑ Two 10 Point Items 

Reason ________________________________________________________________________ 

MISCELLANEOUS GRADED REASONS (more than 20 points circled below) 

A. Leaving Curb 

Fails to observe a signal on time or adequately 5 

Uses mirror only 3 

B. Backing 

Doesn’t look back as well as use mirrors 5 

Fails to signal 5 

Excessive speed and improper directions 5 

C. Parking 

Takes too many pull-ups 5 

Hits curb 5 

Parks too far from curb 3 

D. Slowing and Stopping 

Stops and restarts rolling back with standard shift 5 

Improper use of brakes on grades 5 

Fails to use mirrors to check traffic to rear 5 

Stops suddenly 5 

Doesn’t stop before crossing sidewalk when 

coming out of driveway or alley 3 

Fails to stop clear of pedestrian crosswalks 5 

E. Traffic Driving 

1. Turning and Intersections 

Fails to get in proper lane well in advance 5 

Fails to signal well in advance 5 

Doesn’t check traffic conditions and turns in front of traffic 10 

Swings wide or cuts short while turning 3 

Fails to check for cross traffic regardless of traffic controls 5 
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Doesn’t yield right-of-way to pedestrian
 10 

2. Traffic Signs and Signals
 

Does not approach signal prepared to stop if necessary
 5
 

Violates traffic signal
 10
 

Runs yellow light
 10
 

Starts up too fast or too slowly on green
 5
 

Fails to notice or heed traffic signals
 5 

3. Passing
 

Runs stop signs 10
 

Passes with insufficient clear space ahead 10
 

Passes in unsafe location: hill, curve, intersection 10
 

Fails to signal change of lanes 5
 

Fails to warn driver being passed 5
 

Pulls out and back—uncertain 5
 

Tailgates waiting chance to pass 5
 

Cuts in too short returning to right lane 10
 

F. General Driving Ability and Habits
 

Repeated stalling 5
 

Poor engine control 5
 

Poor steering control 5
 

Nervous, apprehensive 5
 

Easily angered and complains too much 5
 

Courtesy of the American Red Cross. All Rights Reserved in all Countries. 
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Using the Tools to Customize 
Your Search 

Checklist for Using the Tools to Customize Your 
Organization’s Screening Process 

❑	 Does the nonprofit use written Position Descriptions? 
❑	 Does the nonprofit use application forms? 
❑	 Does the nonprofit conduct interviews? 
❑	 Does the nonprofit check references? 
❑	 Does the nonprofit conduct record checks? 
❑	 Does the nonprofit use other screening techniques for some or 

all positions? 

In the previous chapters, we have discussed various staff screening 
tools—position descriptions, applications, interviews, reference checks, 
record checks, and other screening techniques. In this chapter, we will 
show you how to put these tools to work for your organization. 

You need to remember that this is not a comprehensive employee 
selection handbook—its focus is on screening for risk. Arguably, 
individuals who are not properly prepared to perform in a position 
constitute a risk for the organization, but our main concern is to 
exclude applicants who constitute an unacceptable risk to service 
recipients, other staff, organizational assets, or themselves due to 
behavioral or character deficiencies. 

In the earlier chapters, we provided samples of various forms and 
screening tools used by community-serving organizations. In this 
section we will guide you through a process to help you construct your 
own forms and develop your own procedures via a series of questions. 
Your answers will help you develop your screening process. 
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Developing Position Descriptions 

Position descriptions are an important part of the staff screening 
process, spelling out the requirements of the job and identifying 
possible risks associated with that position. The position description 
provides the justification for information to be collected in each 
subsequent phase of staff screening. 

❑	 What is the title of the position for which you are 
screening? 

❑	 What purpose is the position going to serve? Why 
will it exist? 

❑	 What are the specific responsibilities for the position? 
What limitations are placed on performing these 
functions? 

❑	 What qualifications or skills must the person holding 
the position have? How are these qualifications 
related to the specific functions or responsibilities? 
Are they reasonable or discriminatory? 

❑	 Who will supervise the staff member? 

❑	 What is the minimum amount of time required by 
the position? What is the maximum amount of time 
permitted? 

❑	 What training will be provided to the individual 
selected for this position? Will participation in the 
training be a prerequisite to assuming the position? 

❑	 Where will the services be performed? 

Developing the Application 

The first step in preparing the application form is to review the position 
description. You need to ask, “Are there any inherent risks related to 
specific responsibilities?” If so, how will these risks be assessed in the 
application? 

An application should generally encompass five areas based upon the 
requirements stated in the position description: identification, 
qualifications, experience, background, and consent/waiver. 

Identification 

❑	 What information do you need in order to adequately 
identify the individual? 

❑	 Do you need the applicant’s date of birth, or will a 
minimum age be sufficient? 

❑	 Do you request both the applicant’s current address 
and his or her past addresses for a period of five 
years? 
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❑	 Do you use a picture ID to confirm the applicant’s 

identity? 

Qualifications 

❑	 What do you need to ask about specific skills the 
applicant may bring to the position? 

❑	 Is the applicant’s educational achievement relevant to 
the needs of the position? 

❑	 Do you need to know about the applicant’s driving 
skills? 

❑	 Are possessing certificates, such as those for first aid/ 
CPR or swimming instructor, relevant to the 
position? 

❑	 Are any professional licenses required? 

Experience 

❑	 What relevant experience could an applicant have 
that should be asked about on the application form? 

❑	 What information do you need to verify the 
applicant’s experience? Are you requesting the name, 
telephone number, and address of the applicant’s 
immediate supervisor for both paid and volunteer 
positions? 

❑	 Does the application request information about 
employment for the past five years, with dates of 
service for each position? 

Background 

❑	 Is the nature of the position sufficiently sensitive to 
require criminal history information? If so, how will 
you ask about the applicant’s possible criminal 
history records? 

❑	 Do you need to ask the applicant to provide personal 
references in addition to those for past and present 
employment or volunteer work? 

❑	 Are there other factors related to the nature of the 
position that need to be asked about on the 
application? 

❑	 Are you requesting any information in violation of 
employment or antidiscrimination laws—e.g., sex, 
race or ethnicity, age, religion, country of national 
origin, or sexual orientation? If you are requesting 
any of this information, can you justify it based on 
the requirements of the position—in other words are 
you requesting information about a bona fide 
occupational qualification? 
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Consent/Waiver 

To verify the information you collect on the application, you should 
have the applicant sign a consent statement authorizing the 
organization to initiate the necessary contacts. This statement should 
also explicitly waive the applicant’s rights to the confidentiality of the 
information. 

❑	 How do you intend to check references and/or verify 
employment and experience? 

❑	 Does the consent/waiver statement ask for explicit 
authorization for each kind of background check that 
will be conducted, including those for references, 
employers, volunteer service records, criminal history 
records, driving records, credit bureau records, and 
educational and professional credentials? 

❑	 Has a lawyer reviewed the consent/waiver statement? 

Developing Interview Guides 

When preparing to conduct interviews, review the position description 
and the interviewees’ applications. Prepare a script with questions for 
the interview. The following questions may help you construct your 
script (for specific suggestions for questions to ask during the interview, 
see CHAPTER FIVE: INTERVIEWS): 

Application Information Discussion 

❑	 Are there items on the application that need 
clarification? If there are, do you need to ask about 
frequent moves, gaps in employment, or adverse 
criminal history information? 

❑	 What additional information do you need about the 
experience listed on the application? 

❑	 Do you need additional information about the 
qualifications listed on the application? If the 
applicant holds a certificate, when does it expire? 
What training was necessary to qualify for the 
certificate? What kind of test did the applicant take to 
qualify for the certificate? 

❑	 What do you need to know about the relationship of 
the references to the applicant? Do they really know 
the applicant well enough to be of value? 

Other Interview Areas 

❑	 What specific risks are inherent in the position, and 
what do you need to know about the applicant 
relative to these risks? Does the interview guide 
contain questions about these areas? 
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❑	 Is there any information that you need to give the 

applicant about your organization, such as policies or 
procedures, expectations, or safeguards? Do you have 
an organizational fact sheet or other information that 
you routinely give to applicants? 

Home Visits 

Home visits are a specific kind of interview for which preparation needs 
to be made. In the checklist for a home visit, you should consider the 
following: 

❑	 Are the objectives of the visit clearly understood? 

❑	 Are all individuals over thirteen years of age living in 
the home going to be interviewed? 

❑	 Are the relationships with the applicant clearly 
identified (e.g., girlfriend, sibling, child)? 

❑	 Are environmental factors being assessed (e.g., 
cleanliness, condition, accessibility)? 

Developing Reference Check Guides 

When performing reference checks, you may find that developing a 
worksheet or script is helpful to ensure that you seek uniform 
information on applicants from each of their references. 

Identification Protocol 

❑	 Do you identify yourself in a manner that leads the 
reference to understand that the inquiry is legitimate, 
with the full knowledge of the applicant? 

❑	 Do you obtain verification of the identity of the 
reference? 

Validation of Information From Application 

❑	 Do you verify the information provided by the 
applicant through use of open-ended questions? 

❑	 Do you verify the nature of the relationship between 
the applicant and the reference? 

❑	 Do you probe the reference for information regarding 
the applicant’s work habits and demeanor with 
others? 

❑	 Do you specifically ask if the applicant would be 
welcome to return to his or her old position? 

Determining Suitability for Working With Vulnerable Individuals 

❑	 Do you ask for any information the reference has that 
would indicate the applicant’s strengths or 
weaknesses in working with your service recipients? 
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❑	 Do you ask if the reference ever personally observed 

the applicant at work with service recipients? 

❑	 Do you request specific examples that could support 
the reference’s appraisal of the applicant’s abilities? 

Conducting Record Checks 

If you use record checks as part of your screening procedures, here are 
some questions that may guide your selection and utilization of records 
to be checked: 

❑	 Have you established the criteria used to evaluate the 
information obtained? 

❑	 Have you received permission from the applicant to 
examine his or her records, specifically by type of 
record? 

❑	 If there is a fee for checking the records, who will 
pay? 

Driving Records 

❑	 Does the position for which you are screening 
applicants entail operating a motor vehicle as a 
regular and significant position responsibility? 

❑	 Do you have written criteria for assessing an 
applicant’s suitability to operate a vehicle for your 
organization? 

❑	 Will your organization’s insurance company check 
driving records of both paid and volunteer drivers? 

Criminal History Records 

❑	 Does your state have laws authorizing access to 
criminal history records for applicant screening? 

❑	 Do you have the applicant’s written authorization in 
compliance with the Fair Credit Reporting Act and/or 
other laws or regulations? 

❑	 Are you using fingerprints for positive identification 
(as required for a national record check through the 
FBI)? 

Child Abuse Registries 

❑	 Can your state’s child abuse registry be accessed by 
your organization for applicant screening? 

Credit Bureau Records 

❑	 Does the position require collecting or disbursing 
funds or other aspects of financial responsibility, 
thereby making credit bureau records relevant? 
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Using Other Screening Techniques 

If you use drug screening, psychological testing, or other screening 
techniques, the following questions may be helpful to you: 

❑	 Are the techniques you propose legal? 

❑	 Does your organization have written policies about 
their use and criteria for decision making based on 
the results? 

❑	 Has the organization made sufficient provisions to 
ensure the confidentiality of test results? 

❑	 Have you had your organization’s legal counsel 
review the process prior to its implementation? 

Drug Screening 

❑	 Are there specific responsibilities listed in the position 
description that would constitute unacceptable risks 
without screening for illegal drugs? 

❑	 Does the position permit access to controlled 
substances? 

❑	 Does the position entail operating motor vehicles or 
other potentially dangerous machinery? 

❑	 Does the position include caring for vulnerable 
individuals in unsupervised settings? 

Psychological Tests 

❑	 What specific factors do you want to measure? 

❑	 Is there a valid and reliable psychological test for 
measuring the attributes you need to have measured? 

❑	 Does the organization have access to individuals 
qualified to administer the tests and interpret their 
results? 
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Epilogue
 

In this Tool Kit, we have introduced an approach to screening applicants 
for sensitive positions in your organization. Even the most thorough 
screening process will not be totally effective. For evidence of this, all we 
need to do is to look at the case of Aldrich Ames, a CIA official who was 
subjected to one of the most thorough screening processes used by the 
federal government. His screening process involved many of the tools 
discussed in this Tool Kit, yet years after he was selected, he was 
discovered to be a spy for another country. 

We need to make sure that the lesson of the CIA case is not lost to us. 
The lesson we must learn is that screening by itself is not sufficient. 
Community-serving organizations may screen their applicants 
extremely well and yet be vulnerable to the occasional applicant who 
avoids detection and constitutes a potential for great harm to service 
recipients and to the organization. 

Screening does not remove your organization’s responsibility to monitor 
and supervise the activities of its staff. In addition, when you detect 
incompetence or malfeasance, you have the duty to discharge, reassign, 
or take other appropriate action against the individual in order to 
protect your service recipients, other staff members, and your 
organization’s assets. In some cases, such as child abuse, you may also 
be required by law to report even suspected abuse to a law enforcement 
or child protective services agency. 

Make no mistake—staff screening is an important component of risk 
management for every organization. Screening, however, is not 
synonymous with risk management. Risk management entails a 
systematic examination of your organization’s total operations in order 
to identify, assess, and control potential threats to its ability to 
accomplish its mission. The Nonprofit Risk Management Center offers 
resources to assist your organization to develop a comprehensive 
approach to risk management. 
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