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INTRODUCTION

Thank you for selecting Praesidium as your Background Screening vendor. We appreciate your
business.

This document includes step-by-step instructions for ordering Background Checks and reviewing
your results via our online system. If after reviewing this guide you have questions about the
process or if you need assistance completing or retrieving your results, please contact us at
817-801-7773 or backgroundcheck@praesidiuminc.com.
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PACKAGES and A LA CARTE SERVICES

e  Praesidium Package.

(0]

(0]

Created specifically to meet our high standards of due diligence (conducting the
Confidence Package AND County Criminal Records Searches for counties of residence
over the past 10 years), the Praesidium Package includes our Confidence Package plus
one (1) County Criminal Records Search (either INDIVIDUAL COUNTY or STATEWIDE).
Review the County Criminal Records Search — STATEWIDE PARTICIPATION LIST to
determine if the state participates.

Results for the Confidence Package are returned to you near instantly; turnaround time
for the County Criminal Records Search component varies by county, typically 3-7
business days.

$12.00 per search, plus applicable county access fees.

e Confidence Package.

(0]

(o}
(o}

Our most popular service, this bundled search includes a Multi-State Criminal Records
Search and National Sex Offender Registry Search, Social Security Number Trace, and
Alias Search.

We begin this search by running a social security number trace to identify all names
(including aliases) and addresses known to be associated with the social security
number. We then run a Multi-State Criminal Records Search and National Sex Offender
Registry Search for every name identified by the social security number trace. For only
$3.50 more than Basic Package, which checks only one name, you have the added
protection of checking the criminal history for all known names.

This is our standard recommendation for screening employees and volunteers.
Multi-State Criminal Records Search has limited information for the following states: CO,
DE, LA, MA, SD, VT, WV, and WY. You must run County Criminal Records Search to get
records for these states.

Results are returned to you near instantly.

$6.25 per search.

e  Basic Package.

(0]

(0]

O O O0O0

This bundled service includes a Multi-State Criminal Records Search and National Sex
Offender Registry Search for one name.

Includes the criminal records for 50 participating states (limited information provided
for CO, DE, LA, MA, SD, VT, WV, and WY. You must run County Criminal Records Search
to get records for these states).

Includes Sex Offender Registries for all 50 states, plus Washington DC.

This package is our minimum recommendation for screening employees and volunteers.
Results are returned to you near instantly.

$5.00 per search.

A La Carte Services™
e County Criminal Records Search — Individual County

(0]

Industry best practices recommend conducting a Multi-State Criminal Records Search, a
National Sex Offender Registry Search, and county searches in each of the counties the
applicant has lived for the past seven years.

County records include the most accurate records available in each county's court
system on any given day. Since states rely on counties to report their data, and some
counties don’t report immediately or frequently, state-wide searches aren’t always
thorough enough. And since the multi-state search relies on the states to report their
data, running just the multi-state search is simply not enough.
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0 Ifanindividual has lived in CO, DE, LA, MA, SD, VT, WV, or WY county searches must be
run as a minimum precaution.
0 This search includes one county.

0 Turnaround time varies by county; typically 3 -5 business days.

0 $12.00 per county, plus applicable county access fees.

e County Criminal Records Search — Statewide
0 Some states have a statewide search that allows you to check all counties in the state
for one price (this is often the same cost as checking just one county) plus the state

access fee.
0 See chart below for states that participate, cost and turnaround time. (Prices subject to
change)

State Name Cost of Search State Access Fee Average Turn Around Time
Alabama ( Ala Court) $12.00 $16.00 6 - 24 Hours
Arizona (AZ Court) $12.00 $16.00 6 - 24 Hours
Colorado (CO Court) $12.00 $11.00 6 - 24 Hours
Delaware (DE Courts) $12.00 $24.00 24 - 48 Hours
Florida (FDLE) $12.00 $33.00 6 - 24 Hours
Georgia (GBI) $12.00 $19.00 24 - 48 Hours
Hawaii (HI DPS) $12.00 $17.00 6 - 24 Hours
lllinois (IL Police) $12.00 $24.50 24 - 72 Hours
Indiana (IN Court) $12.00 $33.00 6 - 24 Hours
Kansas (KBI) $12.00 $32.50 6 - 24 Hours
Kentucky (KY Court) $12.00 $30.50 6 - 24 Hours
Maine (ME Police) $12.00 $30.00 24 - 48 Hours
Maryland (MD Court) $12.00 $16.50 4 - 48 Hours
Mississippi (MS Court) $12.00 $20.00 24 - 48 Hours
Montana (MT Court) $12.00 $27.00 7-10 Bus Day
Nebraska (NE Court) $12.00 $16.50 6 - 24 Hours
New York (OCA) $12.00 $66.50 6 - 24 Hours
North Carolina(NC Court) $12.00 $17.50 4 - 48 Hours
South Carolina (SLED) $12.00 $40.50 24 - 48 Hours
South Dakota (SD Court) $12.00 $30.00 24 - 48 Hours
Tennessee (TN TBI) $12.00 $45.00 24 - 72 Hours
Utah (UT Court) $12.00 $16.00 6 - 24 Hours
Virginia (VA Courts) $12.00 $18.00 24 - 48 Hours
Washington (WA Court) $12.00 $16.00 6 - 24 Hours
Washington, DC (DOJ) $12.00 $18.50 4 - 48 Hours

e International Country Criminal Records Search.

0 We recommend an International Country Criminal Records Search if an applicant or staff
member has either lived in or visited a foreign country for an extended period of time.

o0 We will search criminal records in the country, state, or local jurisdiction for charges and
convictions involving your applicant or staff.

o Turnaround time varies by jurisdiction; typically 7 — 14 business days.

o Cost varies by jurisdiction; range from $75 - $275.
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Motor Vehicle Records Search.

(0]

O O 0O O

A Motor Vehicle Records Search can be used as an additional search for locating an
individual, verifying application information, or obtaining motor vehicle information.
A faxed copy of the applicant’s consent is necessary in some states.

MVR searches are not available in CA, GA, OR or PA.

Results are returned to you within one (1) business day in most cases.

$2.50 per search, plus applicable access fees.

Education Verification.

(0]

(0]
(0]

One of the most common areas of résumé fraud occurs in the overstatement of the
applicant’s education. Through this search option, Praesidium will verify the applicant’s
higher education degrees.

Turnaround time varies by institution; typically 5 — 10 business days.

$15.00 per degree, plus applicable access fees set by institution.

Professional License Verification.

(0]

(0]
(0]

Through this search option, professional licenses are checked and verified by state using
the applicant’s name or license number. With this search option, clients will receive
details on the license status of the applicant.

Turnaround time varies by accrediting body; typically 5 — 10 business days.

$16.50 per license or credential, plus applicable access fees set by accrediting body.

Employment Verification

(0]

Checking employment is useful to determine if the employee or volunteer’s
employment history is accurate. Through employment verification, we determine if the
employee or volunteer was employed at the organization, the dates of employment,
and if he or she is eligible for rehire.

Turnaround time varies by employer; typically 5 -14 business days.

$15.00 per employer, plus applicable access fees set by employer.
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SYSTEM REQUIREMENTS

Operating System: Windows 98 or Higher (Windows XP Service Pack 2)

System Memory: 128MB or Higher

System Hard Drive: None but need to have enough to install IE, Java and Adobe
Web Browser: Internet Explorer 6.0 (Service Pack 2) or higher

Java: The latest version from www.java.com (minimum version SE 1.4.2_03)
Adobe Reader: The latest version from www.adobe.com (minimum version 5.0)
Pop-Up Blocker: DISABLED

Firewall Software: Disabled until system tested for functionality

Internet Options: DSL at @ minimum

Configure URL as a trusted website (tools - internet options — security — trusted
sites) with the security level set to Low for this trusted site.

® & & 6 O O O O 0o
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EXPLANATION OF FIELDS on PROFILE
e  First Name / Middle Name / Last Name / Suffix

o Enter exactly as provided on the release form signed by the applicant.

e  Social Security Number

0 You must enter a nine digit number in the SSN field.

o Click the “Validate SSN” button. This provides you with instant verification of the SSN.
There is no charge for this verification. If the SSN is not correct, check with the applicant
to make sure they gave you the correct SSN.

o If the applicant did not provide a SSN, enter 000-00-0000 and UNCHECK the “Is US Social
Security Number” box.

0 You cannot run the “Confidence Package” or “Praesidium Package” without an accurate
SSN. If you do not have a SSN you must run the “Basic Package” and enter 000-00-0000
as the SSN.

e Date of Birth
o Format date of birth as MM-DD-YYYY.

e  Position

o Enter the position the applicant is applying for.

e  Accounting Code

0 The Accounting Code is a code you choose.

On your monthly invoice your charges will be sorted by Accounting Code.

o Type an Accounting Code for each search you perform for easy accounting
reconciliation.

o

e  Folder

0 You may sort results within the online system by using Folders. Select the Folder name
for each search you perform.
o Toadd a new Folder, select “Other.” The screen will automatically refresh. Then type
the Folder name into the “Other Folder” box.
o0 You may assign Folder names that are the same as your Accounting Codes.
e Address, City, Zip, County

o Enter as provided on the release form signed by the applicant.

e  State of Current Residence

0 Select the applicant’s state of residence.

e Comments

o0 Enter any comments you would like associated with the applicant’s search.

e Highlighted

o If you would like to highlight a search for quick review later, check the “highlighted” box.
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HOW TO ORDER A BACKGROUND CHECK

1) Receive completed and signed Background Check Consent form from
Applicant/Employee/Volunteer.

2) Review the information provided on the Background Check Consent form. If you are
unsure of spelling or cannot read the person’s handwriting, please confirm the
information before ordering. Mistakes in information entered may result in erroneous
or incomplete results; however, you will still be charged for the order.

3) Open Internet Explorer. Only use Internet Explorer; other Internet Browsers will not
work with our online system.

4) Go to www.insuranceboard.org.

5) Click on the “SafeConduct™ Workbench” from the drop down menu under “Safety
Solutions”.

AGENT/BOARD MEMBER LOGIN | DASHBOARD
1.
/ﬁ\ INSURANCE BOARD )
Partners in Profection Property and Liability Risk Solutions for Churches
UCC + Disciples + Presbylerian

FIND AN AGENT 1
d
REPORT A CLAIM
=
O O

WEBINAR INFORMATION

ABOUT US OUR PROGRAM SAFETY SOLUTIONS

¥ Receives Kudos from Euclid Congregational Church UCC
remember the devastating fire at the beloved Euclid Avenue Congregational
Church UNE. The Insurance Board recently received a letter...

Christine L Shoop, CIC Joins the IB Your Name

{Cleveland, OH) - The Insurance Baard (IB) has namad Christine L Shoop, CIC to the pasition of

Director, Business Development effective February 28.... Email Address SUBMIT
IB Launches Abuse Prevention Training for ALL UCC, Disciples, and PC(USA) Privacy Policy: We Mever Share Your Email

Churches and Camps
The Insurance Board (IB) is pleased to announce the availability of its free on-line sexual abuse
prevention training program to all churches that are...

©2010 Insurance Board. All right reserved. Privacy Policy | Terms & Conditions | Contact Us
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6) Click on the blue box “Begin Checking” and a new white background window will
appear.

ETY SOLUTION: Search .

Home - Safety Solutions = SafeConduct™ Workbench =1 PRINT [ EMAIL
Safe Conduct SAFE CONDUCT WORKBENCH
Workbench Welcome to the SafeConduct™ Warkbench. Here we pravide tools ta help you develop and participate in your ministry’s

abuse prevention program. These include access to services and other reference materials. Services are available to all
United Church of Christ, Christian Church {Disciples of Christ) and Presbytsrian Church (USA) churches, related entities, and
People Safety & Liability camps.

Safety Solutions Overview

Church Propert
perty Getting Started: The training and background checking services we provide are anly part of a strong abuse prevention

Transportation program. We recommend you begin with a self-assessment to help identify your needs, assess your progress, and then create
a policy.

Youth Activity

Church Management
SafeConduct™ Workbench VRS T T Al Please take a moment to read this message from the Insurance Board

e e o Self Assessment ‘We are excited to be able to offer this free self assessment tool to you, but work is currently under
Have a Question? : construction! Please enjoy the preview, but be sure to check back soon!
|Administrator Guide, To access training and background checking services, you must appoint an administrator. See pricing
information for backeround checking. Read the details at the link to the left.
SAFECONDUCT™

. Training is free! The Armatus trainingwill direct your staff and volunteers to this space to begin
Begin Training - : )
training. Login ID and Password are required.

‘Administrators may begin conducting backeround checks from this space. Login ID and Password are
required.

WEBINAR
INFORMATION

Infarmation about special related subjects is provided below. Also see the Youth Activities area and Volume 4 of our Loss
Control Manual , “Youth Activities, Day Care, Trips and Camps™.

Related Links:

Abuse Prevention - Getting Started on Polici

eo - Idaho

Teens & Internet - Parent Guidance - ¥
*Creating Safe Churches” - Gen. Assy. Mission Council, PCUSA
Sexuality Education - L - Training Program

Privacy Policy:
‘We Never Share Your Email

Related Documents:

7) Enter your user name and your password in the appropriate fields and click “Login.”
NOTE: Passwords ARE case-sensitive and strongly typed. This means they include at
least eight characters total, at least one CAPITAL LETTER, at least one NUMERAL, and at
least one SYMBOL.

Write your user name and password here for future reference:

My user name is

My password is

Account Login

o [

Icome to Praesidium, Inc. Background Checks

FPrgot your Password? Password Expired? Click Forgot Password? (below the login boxes) Our system will automatically e-mail (to the e-mail
file for the username) a new temporary password. You will be prompted to change your password the first time you login successfully.

Compatibility Reminder: Are you using a PC? (Mac's with windows emulation software may also work)
@[ Internet Explorer? We are only optimized for Internet Explorer. Firefox and other web browsers are not supported at this time.

Forgot Password?

Entering Profiles (Applicants): (Please look to the upper left-hand comer) - Click Create New Profile to begin a new search.

Reviewing Completed Profiles: Click View All Profiles to view your dashboard of activity and completed profiles. To view completed profiles
Just click the number in the row "Complete" to bring up a list of all completed profiles. Then click on the printer icon next to the applicant profile number
to print a PDF of your selected completed profile.
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8) Atthe Welcome Page, click on Create New Profile under m in left column.

ome to Praesidium, Inc. Background Checks
Create New Profile

View All Profiles

assword? Password Expired? Click Forgot Pass
a new temporary password. You will be pro

r: Are you using a PC? (Mac's with window

Find: and Internet Explorer?We are only optimized for Internet Explorer. F
In: | Profile #

[1nclude stored Entering Profiles (Applicants): (Please look to the upper left-hand

[tighlighted

Exact @ Reviewing Completed Profiles: Click View All Profiles to view you
just click the number in the row "Complete” o bring up a list of all cor
to print a PDF of your selected completed profile.

Customer Reports

My Customers
My Users
My Invoices

A screen similar to the following will generate.

Profiles W picant niormation r

Create New Profile I

First Name: Middle: Last Name: iz

View All Profiles = :

- SSN:I— = validate U.S. SSN: Birth Date: l— =
— Addrasl:l Address2:
L State: zp:[ county:|
Acct. Code:l Position:

In: | Frofie#

Folder: | [All Profiles] Highlighted: []
[Oinclude Stored I
Comments:
[ Highlighted
Other Names: 0
Exact {eo]

First Name |Hiddle Name \Last Name Suffix |Type \ |
| | ] | Avias (= |
Customer Reports Other Addresses: 0
Address1 |Address2 ity |State  |zip |County

& o =

My Customers
My Users
My Invoices

[] praesidium Package $12.00
-Confidence Package
-County Crim Plkg Add On Volume

[[] Basic Package

-Notes: VOLUME DISCOUNTED Multi-State Criminal and National Sex Offender

[ Mvr $2.50

-Notes:Applicable State Access Fees are added at time of order. Results are instant from 45 states. Other states take a little longer - up to 5 days. A faxed copy of the
applicant’s consent is necessary in some states (PA). Call or e-mail us for any special forms.

10) First, enter First, Middle and Last Name.

11) Next, enter the person’s Social Security Number. If you do not have a Social
Security Number, enter 000-00-0000 or 123-45-6789 in the SSN field. If you do
this, be sure to un-check the box next to “Validate U.S. SSN.”

12) If you would like to instantly validate the Social Security Number click the gray
button.

13) Enter the Birth Date (EXAMPLE: 04/22/1969 or 4-22-69).
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14) Address, City, State and Zip are only required if you are running county checks or
credit reports. Please note, on credit reports a P.O. Box is not allowed for a
street address.

15) Accounting Code (Acct. Code), Folder, Position, Highlighted, and Comments are
all optional. “Accounting Code” allows you to organize your invoice by
Accounting Code. “Folder” allows you to organize the Background Check Profiles
into folders. “Position” allows you to enter the individual’s position.
“Highlighted” allows you to flag the Background Check Profile. “Comments”
allows you to store notes and comments.

16) and [OIEIFNCIESIEE are not required unless you are running a

county check. If you enter other names or addresses, type the necessary
information, then click “Insert.” The screen will automatically refresh.

[ R ——

- Appiicant Information

First Name: [Jane - widdle: [Eien Last Name: [Smin = Suffix:
SSM:[234567890 = Validate U.S. 55N: [ Birth Date:[03Dec 1968 =
Address1:[123 Main St Addressz:
City: [anytown State:[PA v Zip: 12245 County: [us
Acct. Code: Position:
Folder: | [All Profiles] v Highlighted:[]
Comments:
ther Names: 1
First Name Middle Name Last Name Suffix Type
Alias V‘ Insen
Jane Ellen Jones Maiden v
Address2 City State  [Zip County
A v Insert
345 Small St Smalltown [AK (34867 us

17) Select the services you’d like to add to the profile from the BAVEIE]] SRRV 65
®]gs[ls menu.

Available Services To Order

[] Praesidium Package $12.00
-Confidence Package
-County Crim Pkg Add On Volume

[] Basic Package $5.00
-Notes:VOLUME DISCOUNTED Multi-State Criminal and National Sex Offender

O mvr $2.50

-Notes:Applicable State Access Fees are added at time of order, Results are instant from 45 states, Other states take 3 little longer - up to 5 days. A faxed copy of the
applicant’s consent is necessary in some states (PA). Call or e-mail us for any special forms.

[ Employment verification $15.00
-Notes:(Price plus applicable access fees)

[ county Courthouse $12.00
-Notes:County Courthouse manual search (7 year history) - Volume Discount Program
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18) Once you have selected the services, click _
19) Your draft profile has been created.

20) The next screen will look something like this:

- Applicant Information

Name: Jane Ellen Smith Profile: 2010112536364107 Total Cost: $12.00
Address: 123 Main St, Anytown, PA 12345 Birth Date: 12/09/1968 SSN: 234-56-7890
County: US Acct. Code: Position:
Entered: 11/25/2010 10:06 AM EST Entered By: teppley@praesidiuminc.com

Status: Draft
Print  Print w/ Comments

Other Names: 1
First Name Middle Name Last Name Suffix Type
Aias [
Jane Ellen Jones Maiden [~]
Address1 Address? City State Zip County
A &
345 Small St Smalltown AK D 34567 us
® County Crim Pkg Add On Volume
Praesidium Package i}
I OrderID: 24121071 512.00|
Confidence Package [Praesidium Package]
- OrderID: 24121072 50.00|

Available Services To Order
[] Education Verification $15.00

-Notes:Higher Education Only (Price plus applicable access fees)

[] O Statewide Criminal $10.00

-Notes:Automated process (available 7 days a week 24 hours a day). Includes All Celorado Counties (Excpet Denver Misdemeaneors), Dept, of Corrections and & National
Sex Offender Search. Name and Date of Birth must match for the Colorado search. Exact name match may return National Sex Offender Results due to the fact that
some databases do not include & Date of Birth to search or filter,

[71 County Criminal - Statewide $12.00

21) Review the services in the SEE0IT S| section. If the system has all the
information it needs to run the services you ordered, a green dot will show in
front of each service selected.

7y Ccrim Pkg Add On Volume
Praesidium Package m

L OrderID: 24121071 E12.00]
Confidence Package [Praesidium Package]

ed OrderID: 24121072 50.00|

22) If the system requires more information to be entered (i.e., MVR check needs a
driver’s license number; County Checks need the county names; Education
Checks need names of the institutions, etc.), there will be a red dot next to the
service name. (See below.)

® County Crim Pkg Add On Volume
Praesidium Package ™

ed OrderID: 24121071 $12.00{
Confidence Package [Praesidium Package]

L OrderID: 24121072 S0.00(
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23) If there is a red dot, you must provide more information before submitting the
order.

24) To provide additional information, click the paper icon. (See below.)

Services Ordered

® County Crim Pkg Add On Volume
Praesidium Package ™

ed OrderID: 24121071 2.0
Confidence Package [Praesidium Package]

L OrderID: 24121072 0.0

25) A new window will appear for the additional information to be entered. See
example of county check below.

- Applicant Information

MName: Jane Ellen Smith Profile: 2010112936364107 Total Cost: $12.00
Address: 123 Main St, Anytown, PA 12345 Birth Date: 12/05/1968 SSN: 234-56-7850
County: US Acct. Code: Position:
Entered: 11/29/2010 10:06 AM EST Entered By: teppley@praesidiuminc.com

Status: Draft
Print  Print w/ Comments

- Profile Settings (Internal Use Only)
Folder: [All Profiles] Highlighted:
Comments: ¥

(County Crim Pkg Add On Volume Order Criteria (* = Required Information)

Names Addresses

[¥] 3ane Ellen Smith [¥]Jane Ellen Jones [¥] 123 main st, Anytown, P4 12345 []345 small St, Smalltown, AK 34567

(@ Use Values Entered (O Use Values From Selected Addresses () Use Both Values

Wolume Discount Program

State * | PA =
County * | Potter D

Alias

¥/Click to expand/collapse Special Instructions area.

[ save ] [savesaddanother | [ cancel |

First you must select the names you want included in the county check and the
addresses to include. Then select the state from the drop-down menu. The screen
will refresh. Then select the county you’d like to search. Then click “Save” or “Save &
Add Another” if you'd like to search another county.

26) If all the information is now ready to transmit, a green dot will show in front of
each service selected. If a red dot shows, an error has been identified and the
service will not be completed correctly. Please check for errors.

)
Praesidium Package m

&4 OrderID: 24121071 F12.0
Confidence Package [Praesidium Package]

&4 OrderID: 24121072 S0.04
County Crim Pkg Add On Volume [Praesidium Package]

@ OrderID: 24121507 Potter PA Jane E Smith & T 500

i OrderID: 24121508 Potter PA Jane Ellen Jones &M s
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27) Once you’ve checked for errors, you are ready to place your order!

28) Scroll down to the bottom of the screen and read the authorization statement.

- Authorization Statement

[B11 users subject to the Federal Trade Commission’s jurisdiction must comply with all applicable regulations, including regulations promulgated after this
notice was prescribed in 2004. Information about applicable regulations currently in effect can be found at the Commission’s Web site, www.ftc.gov/credit
Persons not subject to the Commission’s jurisdiction should consult with their regulators to find any relevant regulations

[J1 have read and accept the above Authorization statement.

{153+ 3

[ Close Profile ][ Transmit Request ][ Delete Request ]

29) Check the box next to “I have read and accept the above Authorization
Statement”

- Authorization Statement

11 users subject to the Federal Trade Commission’s jurisdiction must comply with all applicable regqulations, including requlations promulgated after this
notice was prescribed in 2004. Information about applicsble regulations currently in effect can be found at the Commission’s Web site, www.ftc.gov/credit
Persons not subject to the Commission’s jurisdiction should consult with their regulators to find any relevant regulations

[¥11 have read and accept the above Authorization statement.

[ Close Profile ][ Transmit Request ][ Delete Request ]

30) Click _ Your order will be submitted immediately.

Authorization Statement

A1l users subject to the Federal Trade Commission’s jurisdiction must comply W] applicable regulations, including regulations promulgated after this
notice was prescribed in 2004. Information about applicable regulations curren| ffect can be found at the Commission’s Web site, www.ftc.gov/credit
Persons not subject to the Commission’s jurisdiction should consult with thein

ozs to find any relevent regulations.

[#]1 have read and accept the above Authorization statement.

[ Close Profile ][ Transmit Request ][ Delete Request ]

31) If you aren’t quite ready to submit your profile you may Close the profile to
come back and finish it later. If you close the profile, you can find it as a Draft by
clicking on View All Profiles, then following the steps in the next section. The
draft profile can be edited by clicking on the blue profile number. Once you have
completed your profile, you can then transmit the order.

32) You can also Delete the profile.
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HOW TO KNOW WHEN RESULTS ARE READY

The following services are performed with “near instant” turnaround:

e Basic Package

e Confidence Package

e Motor Vehicle Records (MVR)
All other services take approximately 3-7 business days for results. International Criminal
Records searches can take up to 30 business days. If you order a search with a longer
turnaround in conjunction with a “near instant” search, you can retrieve the “near instant”
portion of the report immediately. You do not need to wait for the full order to be complete.

When we set up your account we requested that an automatic notice go out to you via e-mail
when you orders are complete. These e-mail messages are sent once per hour, M-F, from 8am-
8pm. If you are not receiving these messages please check your spam or junk folders.

HOW TO RETREIVE RESULTS

You may remain logged in to the system and check on your “near instant” searches within a few
moments of ordering them. Or, you can log out of the system and review your results later. To
retrieve the results for “near instant” searches, follow the steps below beginning at Step 5.

NOTE: It is our recommendation that you print a hard-copy of the reports for your personnel
records. The reports only remain in our online system for a total of 60 days. After that you must

request the report from our storage server.

1) Go to www.insuranceboard.org.

2) Click on the “SafeConduct™ Workbench” from the drop down menu under “Safety
Solutions”.

+

/ﬁ\ INSURANCE BOARD )
Partners in Protection Property and Liability Risk Solutions for Churches
UCC + Disciples + Presbylerian

ABOUT US OUR PROGRAM AFETY SOLUTIONS CLAIMS CONTACT US

REPORT A CLAIM
OOy

WEBINAR INFORMATION

FEATURED NEWS VIEW ALL NEWS »

Insurance Board s Kudos from Euclid Congregational Church UCC
T the devastating fire at the beloved Euclid Avenue Congregational tmm N

fice Board recently received a letter...

Many of you will g
Church UCC. T

Christine L b, CIC Joins the IB “Your Name

{Cleveland, OH) - The Insurance Board (IB) has named Christine L Shoop, CIC to the position of

Director, Business Development effective February 28.... Email Address

IB Launches Abuse Prevention Training for ALL UCC, Disciples, and PC(USA) Privacy Policy: We Mever Share Your Email

Churches and Camps
The Insurance Board (IB) is pleased to announce the availability of its free on-line sexual abuse
prevention training program to all churches that are...

©2010 Insurance Board. All right reserved. Privacy Policy | Terms & Conditions | Contact Us
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3) Click on the blue box “Begin Checking” and a new white background window will
appear.

Search .

PRINT [ EMAIL

Home - Safety Solutions - SafsConduct™ Warkbsnch =
Safe Conduct SAFE CONDUCT WORKBENCH
Workbench Welcome to the SafeConduct™ Workbench. Here we provide tools to help you develop and participate in your ministry’s

abuse prevention program. These include access to services and other reference materials. Services are available to all
United Church of Christ, Christian Church {Disciples of Christ) and Presbytsrian Church (USA) churches, related entities, and
People Safety & Liability camps.

Safety Solutions Overview

Church Property
Getting Started: The training and background checking services we provide are only part of a strong abuse prevention

Transportation program. We recommend you begin with a self-assessment to help identify your needs, assess your progress, and then create

a palicy.
Youth Activity

Church Management
SafeConduct™ Workbench ALV EWEL T RSl Please take a moment to read this message from the Insurance Board
Insurance Board Services Solf A B = are excited to be able to offer this free self assessment tool to you, but work is currently under
2l Assessmen
Have a Question? construction! Please enjoy the preview, but be sure to check back soon!
Adm (e To access training and background checking services, you must appoint an administrator. See pricing
= information for background checking. Read the details at the link to the left.
RKBENCH Training is free! The Armatus trainingwill direct your staff and volunteers to this space to begin
Begin Training L . .
training. Login ID and Password are required.

r:i?)‘:ﬁ:iﬂofd f i i Begin Checking Administrators may begin conducting background checks from this space. Login ID and Password are

SAFECONDUCT™

required.

Information about special related subjects is provided below. Also see the Youth Activities arca and Volume 4 of our Loss
Control Manual , “Youth Activities, Day Care, Trips and Camps™.

Related Links:

“Your Name

Abuse Prevention - Getting Started on Policies - CDC
Teens & Internet - Parent Guidance - Yideo - Idaho

*Creating Safe Churches” - Gen. Assy. Mission Council, PCUSA
Sexuality Education - UCC - Training Program

Privacy Palicy:

We Mever Shars Your Email

Related Documents:

4) Enter your user name and your password in the appropriate fields and click “Login.”

NOTE: Passwords ARE case-sensitive and strongly typed. This means they include at
least one CAPITAL LETTER, at least one NUMERAL, and at least one SYMBOL.

Write your user name and password here for future reference:

My user name is

My password is

plcnma to Praasidiom, Inc. Backgroond Chacis

get your Password? Passwornd Expired? Chck Forgot Passwoed™ (balow the login boxes) O system wellaulomabcaly e-mail (o the e-mail
iz o Thee irseTiemna) & e lempaorady password You wil be prompled 1o change your passwordthe first brme wou kagin suctesshully

[lﬂb“_!l’ Reminder: Ase you uming a PCY (Mac's walt windows emulation soffwane man' also work)
S niemet Explcer? Wie ane oy optimized for intemet Explorer. Firefon and other web Browsens an not supponsd ai Bes ima

Vgt P

Entering Profiles (Applicants]: (Please lookio the upper Ei-hand comer) - Chok Criate New Prodie 1o begn anew seanch

Revigwing Complied Profles: Chck 'View All Profilis 1owew your daskboard of acmly and comphisted profies. To wew comphilid proliles
Just chick tha numbsn’ in thi row “Completea™ bo bnng up o ks of all complotsd profiles. Then click on the ponter iconnasd §o the appecant profik numbss
b prot @ POF of vou selecisd complited profis
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5) To order a new search, click NEW PROFILE.

6) To view the results, click VIEW ALL PROFILES or click on the FOLDER NAME to pull up

results sorted by that folder only.

Create New Profile

View All Profiles

Find: and In
In: |Profile# [
1nclude Stored
[ Highlighted
Exact (a0}

Customer Reports

My Customers
My Users
My Invoices

Welcome to Praesidium, Inc. Background Checks

orgot your Password? Password Expired? Click Forgot Pass
for the username) a new temporary password. You will be pro

minder: Are you using a PC? (Mac's with window
rer? \We are only optimized for Internet Explorer. F

Entering Profiles (Applicants): (Please look to the upper left-hand

Reviewing Completed Profiles: Click View All Profiles to view you
just click the number in the row "Complete" to bring up a list of all cor

to print a PDF of your selected completed profile.

Click on “Complete” or the number listed in the “Total” column and “Complete” row. In the
bottom portion of your screen you will see a list of completed profiles.

Profiles af suws < 2448 4872 =12 T
Draf
Create New Profile T Progress 8 8 8 o
g Al il Status Detal ] (] (-] o
View All Profiles Alert 0 (] (] ]
In Review ] ] -] 1]
Search [2] | Fopged [ ] (] (] 1]
Find: C:;:::;.
In: |Profies ) Anchaied
[ inchude Stored List of Draft Profiles Profiles par page:
Crighlighted ‘ Sction [=] Detated View Foider: [0 Profies] i [ priet with Comments
[ Excmer 80}

I — -

hi| 20070804771277173  John Wayne Doe, Jr. ||

My Customers
My Userg
My Invoices

SSND
123-74678%  Draft

Status

Folder
HR

7) Click on the PRINTER icon next to the individual’s name to view their full report.

[ include Stored List of Draft Profiles
Clhighlighted T
[ Exne (a0}

16

Foider, [ (A1 Profies] 51

123-74-5789

<

Clipren wien come

Draft
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8) A PDF report will open. (Note: The report format may be different for your order.)

B i4 4h->1|aa\ D-H’dmn

9) Print the report within the Adobe window by clicking on the PRINTER icon. You can also
save the report to your hard drive by clicking the DISK icon.

10) If the full report is not ready and you just want to view the “near-instant” results,
instead of clicking on the PRINTER icon, click on the individual’s profile number.

[Exact [ oetaied view Folder:| [A1 Profies] ] Profiles 110 1 of 1
[J1nclude Stored

123746788 Draft
[ righlighted
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11) Their “Edit Personal Profile” window will come up. Click on the INFORMATION icon

(bubble with exclamation point).

Entered: 11/11/2010 02:08 PM EST
Status: Completed
Print Print v/ Comments

Folder: Pastor

County: Acct. Code:
Entered By: [N [

I |

- Applicant Information
drace: I | e
Address: Birth Date:

Total Cost: $60.00
N:

Archive CancelProfile  Summarize

Comments: ‘

Other Names. 0
First Name Middle Name Last Name

Suffix

Type

S,"'_' _J

- Profie Setiings (internal Use Only) v

Highlighted:

Other Addresses: 1
Address1 Address2 City

State

zip

County

Services Ordered

Praesidium Package

-/ OrderID: 23970309

Confidence Package [Praesidium Package]

-/ OrderID: 23970310

County Crim Pkg Add On Volume [Praesidium Package]

12) The results of the “near-instant” search will be displayed.

18
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HOW TO REVIEW REPORTS

When you retrieve a report, you want to look for a few things.

First, check to see if the report is “flagged.” There are two reasons for a flagged report: 1) there
was a mistake in processing the report, or 2) the report has a criminal record.

1) Reports with mistakes will be flagged. When a report is flagged because of a mistake
there is usually an error code or explanation provided. Review the error code or
explanation. If the error affects the results of your report, run a new report.

One common mistake is that a SSN didn’t match the name of the individual you were
running the report on. If the SSN doesn’t match the name you provide the search will not
run. This is a security measure. You will need to run a new report with the correct SSN or
correct name.

Another common mistake is that you get a message “No addresses on file”. This means that
the social security trace was not able to yield addresses or aliases/ other names on file with
the credit bureaus. In these cases the individual is usually under 18 and has not applied for
credit or their SSN is new.

2) Reports with criminal “hits” will be flagged. If a report is “FLAGGED” this means that
there was a “hit” or criminal history found to be associated with the individual’s name
(or one of the aliases yielded by the SSN trace).

What do | do if there is a criminal hit?

Review the report to see what the offense was. Follow your organization’s policies about if
this offense is permissible or not for an applicant or employee. If you take Adverse Action
against an applicant or employee based on the results of this report, you must follow an
Adverse Action procedure. See the Adverse Action section for details.

What will the flagged report tell me?

The information provided on a flagged report varies by the jurisdiction and the criminal
offense. Sometimes it is very easy to understand what the offense was and the status of the
offense. For example, in the offense below you can tell it was for a DUL.

FOR INSTANCE:

Chargsff: 1

Charge: UNDER THE INFLUENCE OF ALCOHOL/ DRUZ IN VEHICLE
Charge Typs: MISDEMERNOR

Charge Dats: Z005-02-03

Disposition: DISMISSED

Digsposition Date: 2005-05-11

Sentence:

Commenta:
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Other times it can be extremely difficult to determine what the offense was and whether or
not the individual was convicted of the charge. You can contact the county of the offense to
get more information on the type of crime listed, or you can call us and we will do our best
to help you understand what the report means.

Second, you will also want to check the aliases/other names yielded by the social security trace
with the names the aliases and names the individual provided you with.

Third, check the addresses yielded by the social security trace with the addresses the individual
provided you with. You will then need to run any additional county checks if the social security
trace reveals that the individual lived in counties other than those he or she reported to you.
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HOW TO VIEW ARCHIVED OR STORED REPORTS

Reports are stored in the main database and are accessible from the VIEW ALL PROFILES matrix
for a total of 60 days.

For 14 days the reports are stored as COMPLETE.

Profiles (4] Total  Highlighted JNotifications
Create New Profile Draft 1 0 No activity

View All Profiles

Find: ’7
In: ’m
[include Stored

[ Highlighted
o7 .

In Progress 0 1}
Status Detail 0 o
Service Alert 0 0
In Review 0 1]

o o o oo
N

2o on e e e e e
R R

E
=

After 14 days, the reports are stored as ARCHIVED. The reports stay in the ARCHIVE for another
46 days.

Status Total Highlighted
Create New Profile Draft 1 0 No activity
view &ll Profiles In Progress o o 0 0 0 0
Statuz Detail 0 0 0 0 0 0
Service Alert ] 0 ] 0 ] 0
Find: ,7 In Review 0 ] 0 ] 0 ]
In: ,m Flagged® 0 0 0 0 0 0
[1nclude stored Complete & U
[ Archived | n NI&

After 60 days (total) you must search for your report in order to retrieve the report.

To search for a report you will use the Search Tool.

Find: I—
[Jinclude Stored
[ Highlighted

Exact (G0
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1) Select the criteria that you would like to search by. You may select from Profile #, Last
Name, First Name, First + Last Name, Full Name, or SSN.

Find: |

In: |Profiles® |w
Profile #

D Inc La=t Mame
Firzt Hame

L1 Hig First + Last Na
Full Mame

[l Exz sy

2) Type the Profile #, Last Name, First Name, First + Last Name, Full Name, or SSN in the
“FIND” field.

Find: |mercer

[ 1nclude Stored
[ Highlighted

Exact L9

3) You can also search by part of any of these fields by unchecking the “EXACT” box. This
will provide you with results that aren’t an exact match.

Find: Im—
[ Jinclude Stored
[ Highlighted

DExa:t -

4) Click “INCLUDED STORED” to make sure that your search includes reports stored in our
storage server.
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5) The list of profiles that match our query will display.

aadams{@praesidiuminc.com

Praesidium House Account 0 o

Search for Last Name contains m

|

Action [ ] petailed Wiew Folder: | [All Profiles] [ Print with Comments Profiles 110 4 of 4
Status Folder
O Mz sc“w:c"umnj COMPLETED
[ 0080507556498z Do Not Transmit 124_45 4545 Draft
L] Stored

Frofiles per page:

25 [

| Relead | Back | Mext

6) Click on the printer icon next to the correct profile number in order to pull up your

report.

aadams{@praesidiuminc.com

Praesidium House Account 0 o

Search for Last Name contains m

[&ll Profies] ||

Folder; |

Action

7) View and print your report.

8)
report, click on the profile number.

aadams@praesidiuminc.com

Frofiles per page:

25 [

| Reload | Back | Mext

D Detailed View |:| Print with Comments Profiles 1 to 4 of 4
= Profile # Status Folder
O M z002091940701340 COMPLETED
0 » o ]— o
. .:EDSE‘:G?EEE-'-G Do Mot Tranemit 174_45454 Draft
|:| 2007100945026810 Stored

If there is not a printer icon, this means that your report is in storage. To get your

Praesidium House Account 0 0

Search for Last Name contains m Profiles per page: [25 ™| | Relead | Back | Mext
Action [ Detailed Wiew Folder: | [All Profies] & | [ Print with Comments Profiles 1 to 4 of 4
= Profile # Status Folder
O M 2008091840701 340 COMPLETED
O] M zo08081136830043¢ COMPLETED HR
il 2008050755645627! 124 45 454 Draft
a 20071009460258810 Stored
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9) A pop-up box will come up telling you that you that the report is not available. You CAN
get this report from storage. In order to request this report, click “SEND REPORT”. A
copy of the report will be sent to the e-mail address on file for your login.

= RequestOfflineProfilePage - Windows Internet E... |: E”z

£ | htkps clearstar.net ﬁ

Profile #2007100946026810 is not Available.

Profile £ 2007100946026810 is currently being stored in an off-
line database. It cannot be viewed or printed wvia this site. If you
waould like to request a copy of this report, please click 'Send
Report' and a copy of this Profile will be sent to vour e-mail
address.

[ sendreport | (| close |

€ Internet F100% T
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COMMON QUESTIONS ABOUT REPORTS

Q: What does the system look for when searching for a criminal records search?

A: The system will search for a Name and Date of Birth (DOB) match within all available data sources. If
there is a match of Name (either the legal name or aliases) and Date of Birth (DOB), this criminal record
will be included on your report.

Q: Are criminal records searched by social security number?
A: No. Social security numbers (SSNs) are not used as a filter for a record “match”. All SSNs were removed
from criminal records (as they are public records) per the Federal Privacy Act of 1974.

Q: What triggers a flag?
A: Any public criminal record in the jurisdictions that we search that matches the search criteria (name
and DOB).

Q: | noticed that a completely different name appeared on the profile report. Why does this happen
sometimes?

A: A different name may appear as part of the SSN Trace or as part of a list of Aliases (AKAs) within a
criminal record.

The reasons for different names on a SSN Trace can be from human error (i.e. a credit report was ordered
on an individual with a SSN close to your individual’s SSN and the person mistyped the entry), or the
individual is somehow related to your applicant/employee/volunteer and the SSN has been marked as
related (co-signor, spouse, housemate, etc.), or your individual may have used this name as an alias. It is
also possible that the individual’s identity has been compromised by someone using their name and/or
SSN. If another name shows up on a report, if you choose, you can alert the individual to the name on the
report, ask if they have gone by this name or know this individual, and if they have/do not, you can coach
the individual to order a credit report from all three bureaus to make sure their identity has not been
compromised.

If a name appears on a report due to the name being used as an Alias then it may be difficult to validate
the record. A county courthouse search is recommended to help with this process.

Q: What should I do about other known names (i.e. maiden, previous married, nicknames, aliases)?

A: Due to the fact that criminal searches are based solely on Name and Date of Birth, it is imperative for
due diligence that you search each and every name you are aware of regarding the individual. Our
recommendation is to run a Confidence Package, which will search the known aliases associated with a
SSN. Then, make sure all the names the individual provided you with are included in the SSN trace and are
clear of flags. If the individual reports an alias or name to you that was NOT yielded by the SSN trace, this
name has not been searched as an alias. You should order a separate multi-state search for this name.

Q: | noticed that the Date of Birth doesn’t match exactly. Why is the name included on my report?

A: There are two schools of thought relating to partial matches. We determined to take the safest route
so our searches will return a record that matches a Name and Year of Birth or a Name and Month and
Year of Birth even though they are not a 100% match to a full DOB. This process may result in “false
positive” records showing up for your applicant/employee/volunteer. A record with a DOB stated as
01/01/XXXX means that only the Year of Birth was available in the data for us to match to. This means
that the probability of a 100% match has gone down considerably. A Date of Birth as 12/01/XXX could also
mean that the data only had a Month and Year of Birth but no day so again the probability is not 100%
that this criminal record is for the same person as your applicant/employee/volunteer.

If you have questions or need assistance while completed or reviewing your Background Check reports,
please contact Praesidium at 817-801-7773 or backgroundcheck@praesidiuminc.com.
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ADVERSE ACTION PROCEDURES

Under the Fair Credit Reporting Act (FCRA), employers are required to take certain actions
whenever they obtain a consumer report on a job applicant or employee. All background
screening reports produced by outside vendors are classified as consumer reports and FCRA
requirements include notification, certification, and action before and after an adverse event.

If a hiring department relies on any part of the information from a pre-employment screening
report obtained from an approved vendor to take "adverse action" (such as denying
employment or reassigning or terminating an employee), they must ensure that appropriate
notice will be provided to the applicant.

Before any adverse action is taken. . .

Human Resources needs to forward a Pre-Adverse Action Notice to the applicant/ employee
that includes a copy of the consumer report and a copy of "A Summary of Your Rights Under the
Fair Credit Reporting Act".

The notice provides the applicant/employee an opportunity to challenge the information
provided in the report and take steps to correct inaccuracies or provide explanation. A final
employment decision shall not be made by the hiring department until new information is
gathered and considered or at such time that the applicant or employee fails to respond as
required.

When adverse action will be taken . . .
Human Resources will forward an Adverse Action Notice to the applicant and the notice will
include:

e the name, address, and phone number of the Consumer Report Agency (CRA) that
supplied the report

e astatement that the CRA (vendor) supplying the report did not make the decision to
take the adverse action and cannot give specific reasons for it; and;

e anotice of the individual's right to dispute the accuracy or completeness of any
information the agency furnished, and his or her right to an additional free consumer
report from the agency upon request within 60 days and to dispute with the CRA, the
accuracy or completeness of any information in a consumer report furnished by the
agency.

Not Hire Notice

The hiring department shall notify the applicant/employee if a job offer will not be extended
based on information received through reference checking or other standard pre-employment
screening activities conducted by the department.

Human Resources will notify the applicant/employee if a job offer will not be extended as a
result of a criminal background check, DMV or other information obtained through the vendor.
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Pre-Adverse Action Letter - Sample

Date:

Applicant Name
Address

City, State, Zip

Dear

On , you authorized Employer Name to obtain consumer reports and/or
investigative consumer reports about you from a consumer-reporting agency.
Enclosed please find a copy of the report we obtained from:

Consumer Reporting Agency (CRA)

CRA Praesidium, Inc.
Address 624 Six Flags Dr.
Suite 110
Arlington, TX 76011
Phone 1-817-801-7773

Fax 1-817-261-7864

and a summary of your rights under the Fair Credit Reporting Act. You may identify any errors,
inaccuracies and/or otherwise respond to the information contained in the report within ten
calendar days from the date of this letter.

If you choose to do so, you must contact the (Employer). If you
wish to dispute the accuracy of the information in the report directly with the consumer reporting
agency (i.e., the source of the information contained in the report), you should contact the agency
identified above directly.

This letter is sent to you in compliance with the Fair Credit Reporting Act.

Sincerely,

Your Name
Title
Company Name
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Summary of Your Rights Under the Fair Credit Reporting Act

The federal Fair Credit Reporting Act (FCRA) is designed to promote accuracy, fairness, and privacy of
information in the files of every "consumer reporting agency" (CRA). Most CRAs are credit bureaus that
gather and sell information about you -- such as if you pay your bills on time or have filed bankruptcy -- to
creditors, employers, landlords, and other businesses. You can find the complete text of the FCRA, 15 U.S.C.
1681-1681u, at the Federal Trade Commission's web site (http://www.ftc.gov). The FCRA gives you specific
rights, as outlined below. You may have additional rights under state law. You may contact a state or local
consumer protection agency or a state attorney general to learn those rights.

You must be told if information in your file has been used against you. Anyone who uses information from a
CRA to take action against you -- such as denying an application for credit, insurance, or employment -- must
tell you, and give you the name, address, and phone number of the CRA that provided the consumer report.

You can find out what is in your file. At your request, a CRA must give you the information in your file, and a
list of everyone who has requested it recently. There is no charge for the report if a person has taken action
against you because of information supplied by the CRA, if you request the report within 60 days of receiving
notice of the action. You also are entitled to one free report every twelve months upon request if you certify
that (1) you are unemployed and plan to seek employment within 60 days, (2) you are on welfare, or (3) your
report is inaccurate due to fraud. Otherwise, a CRA may charge you up to eight dollars.

You can dispute inaccurate information with the CRA. If you tell a CRA that your file contains inaccurate
information, the CRA must investigate the items (usually within 30 days) by presenting to its information
source all relevant evidence you submit, unless your dispute is frivolous. The source must review your
evidence and report its findings to the CRA. (The source also must advise national CRAs -- to which it has
provided the data -- of any error.) The CRA must give you a written report of the investigation, and a copy of
your report if the investigation results in any change. If the CRA's investigation does not resolve the dispute,
you may add a brief statement to your file. The CRA must normally include a summary of your statement in
future reports. If an item is deleted or a dispute statement is filed, you may ask that anyone who has recently
received your report be notified of the change.

Inaccurate information must be corrected or deleted. A CRA must remove or correct inaccurate or unverified
information from its files, usually within 30 days after you dispute it. However, the CRA is not required to
remove accurate data from your file unless it is outdated (as described below) or cannot be verified. If your
dispute results in any change to your report, the CRA cannot reinsert into your file a disputed item unless the
information source verifies its accuracy and completeness. In addition, the CRA must give you a written
notice telling you it has reinserted the item. The notice must include the name, address and phone number of
the information source.

You can dispute inaccurate items with the source of the information. If you tell anyone -- such as a creditor
who reports to a CRA -- that you dispute an item, they may not then report the information to a CRA without
including a notice of your dispute. In addition, once you've notified the source of the error in writing, it may
not continue to report the information if it is, in fact, an error.

Outdated information may not be reported. In most cases, a CRA may not report negative information that
is more than seven years old; ten years for bankruptcies.

Access to your file is limited. A CRA may provide information about you only to people with a need
recognized by the FCRA -- usually to consider an application with a creditor, insurer, employer, landlord, or
other business.

Your consent is required for reports that are provided to employers, or reports that contain medical
information. A CRA may not give out information about you to your employer, or prospective employer,
without your written consent. A CRA may not report medical information about you to creditors, insurers, or
employers without your permission.
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e You may choose to exclude your name from CRA lists for unsolicited credit and insurance offers. Creditors
and insurers may use file information as the basis for sending you unsolicited offers of credit or insurance.
Such offers must include a toll-free phone number for you to call if you want your name and address
removed from future lists. If you call, you must be kept off the lists for two years. If you request, complete,
and return the CRA form provided for this purpose, you must be taken off the lists indefinitely.

e You may seek damages from violators. If a CRA, a user or (in some cases) a provider of CRA data, violates the

FCRA, you may sue them in state or federal court.

The FCRA gives several different federal agencies authority to enforce the FCRA:

FOR QUESTIONS OR CONCERNS
REGARDING:

CRAs, creditors and others not listed below

National banks, federal branches/agencies of
foreign banks (word "National" or initials "N.A."
appear in or after bank's name)

Federal Reserve System member banks (except
national banks, and federal branches/agencies of
foreign banks)

Savings associations and federally chartered
savings banks (word "Federal” or initials "F.S.B."
appear in federal institution's name)

Federal credit unions (words "Federal Credit
Union" appear in institution's name)

State-chartered banks that are not members of
the Federal Reserve System

Air, surface, or rail common carriers regulated by
former Civil Aeronautics Board or Interstate
Commerce Commission

Activities subject to the Packers and Stockyards
Act, 1921

29

PLEASE CONTACT:

Federal Trade Commission
Consumer Response Center - FCRA
Washington, DC 20580
1-877-382-4367 (Toll-Free)

Office of the Comptroller of the Currency
Compliance Management, Mail Stop 6-6
Washington, DC 20219

800-613-6743

Federal Reserve Board

Division of Consumer & Community Affairs
Washington, DC 20551

202-452-3693

Office of Thrift Supervision
Consumer Programs
Washington, DC 20552
800-842-6929

National Credit Union Administration
1775 Duke Street

Alexandria, VA 22314
703-518-6360

Federal Deposit Insurance Corporation
Division of Compliance & Consumer Affairs
Washington, DC 20429

800-934-FDIC

Department of Transportation
Office of Financial Management
Washington, DC 20590
202-366-1306

Department of Agriculture

Office of Deputy Administrator - GIPSA
Washington, DC 20250

202-720-7051
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Sample Adverse Action Letter

Date:
Applicant Name
Address
City, State, Zip
Dear

Your application for employment or service with
(Company) has been denied. This decision was made, in whole or in part, based upon
information obtained from:

Consumer Reporting Agency (CRA)

CRA Praesidium, Inc.
Address 624 Six Flags Dr.
Suite 110
Arlington, TX 76011
Phone 1-817-801-7773

Fax 1-817-261-7864

This letter is sent to you in compliance with the Fair Credit Reporting Act. Please note,
Praesidium, Inc. DID NOT make the decision to take the adverse action and is unable to provide
you with the specific reasons as to why the adverse action was taken.

Sincerely,

Your Name
Title
Company Name
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Summary of Your Rights Under the Fair Credit Reporting Act

The federal Fair Credit Reporting Act (FCRA) is designed to promote accuracy, fairness, and privacy of
information in the files of every "consumer reporting agency" (CRA). Most CRAs are credit bureaus that gather
and sell information about you -- such as if you pay your bills on time or have filed bankruptcy -- to creditors,
employers, landlords, and other businesses. You can find the complete text of the FCRA, 15 U.S.C. 1681-1681u,
at the Federal Trade Commission's web site (http://www.ftc.gov). The FCRA gives you specific rights, as outlined
below. You may have additional rights under state law. You may contact a state or local consumer protection
agency or a state attorney general to learn those rights.

You must be told if information in your file has been used against you. Anyone who uses information from a CRA
to take action against you -- such as denying an application for credit, insurance, or employment -- must tell you,
and give you the name, address, and phone number of the CRA that provided the consumer report.

You can find out what is in your file. At your request, a CRA must give you the information in your file, and a list of
everyone who has requested it recently. There is no charge for the report if a person has taken action against you
because of information supplied by the CRA, if you request the report within 60 days of receiving notice of the
action. You also are entitled to one free report every twelve months upon request if you certify that (1) you are
unemployed and plan to seek employment within 60 days, (2) you are on welfare, or (3) your report is inaccurate
due to fraud. Otherwise, a CRA may charge you up to eight dollars.

You can dispute inaccurate information with the CRA. If you tell a CRA that your file contains inaccurate
information, the CRA must investigate the items (usually within 30 days) by presenting to its information source all
relevant evidence you submit, unless your dispute is frivolous. The source must review your evidence and report
its findings to the CRA. (The source also must advise national CRAs -- to which it has provided the data -- of any
error.) The CRA must give you a written report of the investigation, and a copy of your report if the investigation
results in any change. If the CRA's investigation does not resolve the dispute, you may add a brief statement to
your file. The CRA must normally include a summary of your statement in future reports. If an item is deleted or a
dispute statement is filed, you may ask that anyone who has recently received your report be notified of the
change.

Inaccurate information must be corrected or deleted. A CRA must remove or correct inaccurate or unverified
information from its files, usually within 30 days after you dispute it. However, the CRA is not required to remove
accurate data from your file unless it is outdated (as described below) or cannot be verified. If your dispute results
in any change to your report, the CRA cannot reinsert into your file a disputed item unless the information source
verifies its accuracy and completeness. In addition, the CRA must give you a written notice telling you it has
reinserted the item. The notice must include the name, address and phone number of the information source.

You can dispute inaccurate items with the source of the information. If you tell anyone -- such as a creditor who
reports to a CRA -- that you dispute an item, they may not then report the information to a CRA without including
a notice of your dispute. In addition, once you've notified the source of the error in writing, it may not continue to
report the information if it is, in fact, an error.

Outdated information may not be reported. In most cases, a CRA may not report negative information that is
more than seven years old; ten years for bankruptcies.

Access to your file is limited. A CRA may provide information about you only to people with a need recognized by
the FCRA -- usually to consider an application with a creditor, insurer, employer, landlord, or other business.

Your consent is required for reports that are provided to employers, or reports that contain medical
information. A CRA may not give out information about you to your employer, or prospective employer, without
your written consent. A CRA may not report medical information about you to creditors, insurers, or employers
without your permission.
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You may choose to exclude your name from CRA lists for unsolicited credit and insurance offers. Creditors and

insurers may use file information as the basis for sending you unsolicited offers of credit or insurance. Such offers

must include a toll-free phone number for you to ca

Il'if you want your name and address removed from future

lists. If you call, you must be kept off the lists for two years. If you request, complete, and return the CRA form
provided for this purpose, you must be taken off the lists indefinitely.

FCRA, you may sue them in state or federal court.

You may seek damages from violators. If a CRA, a user or (in some cases) a provider of CRA data, violates the

The FCRA gives several different federal agencies authority to enforce the FCRA:

FOR QUESTIONS OR CONCERNS REGARDING:
CRAs, creditors and others not listed below

National banks, federal branches/agencies of
foreign banks (word "National” or initials "N.A."
appear in or after bank's name)

Federal Reserve System member banks (except
national banks, and federal branches/agencies of
foreign banks)

Savings associations and federally chartered
savings banks (word "Federal” or initials "F.S.B."
appear in federal institution's name)

Federal credit unions (words "Federal Credit Union"
appear in institution's name)

State-chartered banks that are not members of the
Federal Reserve System

Air, surface, or rail common carriers regulated by
former Civil Aeronautics Board or Interstate
Commerce Commission

Activities subject to the Packers and Stockyards
Act, 1921

PLEASE CONTACT:

Federal Trade Commission
Consumer Response Center - FCRA
Washington, DC 20580
1-877-382-4367 (Toll-Free)

Office of the Comptroller of the Currency
Compliance Management, Mail Stop 6-6
Washington, DC 20219

800-613-6743

Federal Reserve Board

Division of Consumer & Community Affairs
Washington, DC 20551

202-452-3693

Office of Thrift Supervision
Consumer Programs
Washington, DC 20552
800-842-6929

National Credit Union Administration
1775 Duke Street

Alexandria, VA 22314
703-518-6360

Federal Deposit Insurance Corporation
Division of Compliance & Consumer Affairs
Washington, DC 20429

800-934-FDIC

Department of Transportation
Office of Financial Management
Washington, DC 20590
202-366-1306

Department of Agriculture

Office of Deputy Administrator - GIPSA
Washington, DC 20250

202-720-7051
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FAQ Document

Providing Documents Before "Adverse Action"

When an employer obtains a consumer report (including an investigative consumer report) that influences, in whole or in
part, the decision not to hire an individual, or to take any type of negative or adverse employment action involving a
current employee, the employer must provide the following two documents to the individual prior to making any final
employment decisions based on the consumer or investigative consumer report: (1) a copy of the actual consumer report
or investigative consumer report that has been relied upon; and (2) the summary of consumer rights prescribed by the
Federal Trade Commission ("FTC").

e How long must an employer wait before implementing an adverse action based on a consumer report, after
complying with the requirement that copies of the consumer report and FTC summary of rights be provided to
the applicant or employee?

The law is silent on this point. Some employers may wish to adopt reasonable procedures for allowing applicants and
employees to respond before implementation of adverse actions based on consumer reports so as to avoid potential
difficulties arising from inaccurate reports. Nevertheless, this is likely to be impractical for many, if not most, employers.
The FTC, however, has issued staff opinion letters stating that an employer must wait a "reasonable" amount of time (to
allow consumers (applicants or employees) to discuss the report with employers before adverse action is taken) after
supplying the pre-adverse action materials but before taking final adverse action. One staff opinion letter states that a five-
day waiting period between the pre-adverse action notice to the applicant or employee and final adverse action appears
"reasonable," but also states that "the facts of any particular employment situation may require a different time." The
applicable FTC opinion letters can be viewed at http://www.ftc.gov/os/statutes/fcra/index.htm.

Notice After Adverse Action

After the employer has provided copies of the consumer report and the FTC summary of FCRA rights, and waited any
reasonable time period it has decided to establish, the employer may take adverse action. After taking such action, the
employer must provide an adverse action notice. This notice may be provided orally, in writing, or electronically. It is
recommended that the notice be provided in written form to help show compliance with the FCRA. The adverse action
notice must contain (1) the name, address, and telephone number of the consumer reporting agency (including a toll-free
telephone number established by a national agency) that provided the report; (2) a statement that the consumer reporting
agency did not make the decision to take the adverse action and is unable to inform the consumer as to the specific reasons
why the adverse action was taken; (3) a statement of the consumer's right to obtain an additional free copy of the
consumer report from the consumer reporting agency by making a request within sixty days of receiving the adverse action
notice; and (4) a statement of the consumer's right to dispute with the consumer reporting agency the accuracy or
completeness of any information in the report.

e Does the FCRA require that the employer provide an explanation to job applicants or employees about which
part of a consumer report influenced the adverse decision?

No. The employer is not required to provide a more detailed rationale for the decision and should not share such
rationale with the consumer reporting agency.

e  Can the job applicant or employee recover money against the employer, where the employer failed to provide
required notices and obtain appropriate consents at any point during the above four-step process, but can
show that it would have made the same adverse decision without the report?

Yes. The FCRA enables job applicants and employees to sue in federal or state court either for actual damages or fixed
penalties (or both) for violations. Even if the employer has undisputed proof that the adverse decision was inevitable
without the consumer report, penalties are recoverable.

What if FCRA Compliance and Other Legal Duties or Practical Concerns Collide?

Although compliance with the FCRA is an important consideration, there are situations (such as investigations of current
employees involving concerns as to workplace violence, theft, fraud, and embezzlement) in which legal duties may conflict.
In these situations, the legal duty to investigate or otherwise maintain a safe and secure workplace may collide with an
employer's apparent duties under the FCRA. Where FCRA compliance may destroy the effectiveness of such an
investigation, and could lead to an increased risk of harm to employees, consultation with threat assessment personnel (if
appropriate), and legal advice from experienced labor and employment counsel are recommended.
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