Checklist for a Compliant Screening Process

ADP Screening and Selection Services makes it easy for you to comply with the Fair Credit Reporting
Act (FCRA).

A Have your applicants read and sign the Notice and Disclosure Form. Here, applicants acknowledge
that your company performs background checks as part of your employment process.

A Make a copy of the completed form and give the original to your applicant. File the copy in a secure file
separate from your personnel files.

A For most types of background checks, the FCRA requires you to give applicants a copy of the Federal
Trade Commission’s (FTC) “Summary of Your Rights Under the FCRA” document along with the Notice
and Disclosure Form. ADP recommends that you give applicants the FTC’s Summary of Rights when
they apply for a position with your organization. This document explains what course of action
applicants can take if they wish to dispute the findings of background checks.

A In addition to the FTC’s “Summary of Your Rights Under the FCRA,” California employers must also
give applicants a copy of California’s Summary of Rights form.

A Have your applicants complete the Release Authorization Form as part of your application process.
This gives courts, schools and other government agencies the applicant's legal permission to provide
their background information for employment purposes.

A Store this form in a secure location separate from your personnel files. ADP does routine audits of
our clients to ensure that you have applicants fill out this form and sign it.

If you are considering denying employment based in whole or in part on the content of a background screening
report, the FCRA requires employers to meet specific notification requirements:

A A pre-adverse action letter must be sent notifying the individual that information contained in his/her
background screening reports, if accurate, may result in an adverse employment decision.

A Employers must include the FTC’s “Summary of Your Rights Under the FCRA” and background
screening results with the pre-adverse action letter. California employers must also include California’s
Summary of Rights form in the pre-adverse action packet.

A If, after a reasonable period of time, you still wish to deny employment based on an applicant’s
background screening results, you must send him/her an adverse action letter.

To simplify this process, ADP can complete the adverse action process on your behalf. Our qualified
compliance professionals will send the necessary applicant letters and background screening results and can
resolve any applicant disputes that may arise.

For your convenience, FCRA documents for a compliant screening process are attached. Please note: Additional
state-specific release forms may be required.
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