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M E M O R A N D U M

TO:


All One Stop Career Center Managers

FROM:

Lawrence Suran, Programs Director



DATE:


June 9, 2004


SUBJECT:
Background Checks for Employment or Training



Employment in certain occupations requires that a background check be conducted.  The type of background that would prevent an individual from obtaining employment is different depending on the occupation. Employer and training agents may require specific background checks to be conducted prior to employment or acceptance into a training program. 

In order to ensure that the requirements of employers and training agents are met, South Florida Workforce has established the following process that must be used by One Stop Career Center operators when referring individuals to a training agent or an employment that requires a background check:

1. The One Stop Career Center operator must request from the employer or training agent information on the type of background check to be conducted, and when applicable, if a sole source arrangement, the vendor information that the employer and/or training agent requires to conduct the background check.

Note: sole-source means that there is only one vendor who can reasonably provide the background check needed because of the employer or training agent’s policy/requirements.

2. The One Stop Career Center operator must always utilize an outside vendor to conduct all background checks. 

Note: an outside vendor is one that conducts the background check on behalf of the requestor. One example of an outside vendor is the Local Police Department.

3. The results of the background check must be communicated in the format required by the employer or training agent. The employer or training agent may opt to receive the results of the background check directly from the vendor, from the One Stop Career Center, or may accept the results brought in by the customer.

4. Non-withstanding the method used to communicate the results to the employer, the customer must be given a copy of the results along with the “Acknowledgement of Receipt of Background Check Results” form (attached). 

5. The decision of whether to accept an individual in a particular training based on the background check is made by the training agent or employer.  The training voucher or agreement must be issued only after a positive result has been obtained, and the ITA agent or employer has accepted the customer for the specified training.

cc:
Edith Humes-Newbold, SFETC Executive Director


Garnet Esters, Contracts Administrator


Johnny Guimaraes, IMO Director 


Maria Gomez, Support Service Supervisor


Program Staff


Contract Managers
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