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“l,‘IHHH Overview of Bac kg round Evaluations

This overview serves as a guideline to help Pastors determine who should be required to undergo which type of background evaluation.
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Mandatory Fingerprinting Mandatory Background Checks ||Reference Checks

(Applies to certain Employees & (Applies to Employees & Volunteers who have | [(Employees & Regular

Volunteers who have “Regular “Regular Contact with Children”* but who Volunteers who do not have

Contact with Children”*) are not subject to mandatory fingerprinting) || ‘Regular Contact with Children™*)

Mandatory Fingerprinting for the Mandatory Background Checks include the

following: following examples: References should be checked with

«Clergy »Assistant Coaches & Sports Program Helpers people who know their work and
eVolunteer Catechists & CCD Hall Monitors personal character

eDirectors of Youth Athletics/Head Coaches -

. . - _ =Confirmation Prep Helpers
eDirectors/Coordinators of Religious Education

and Paid Catechists <Children’s Liturgy Helpers

*Office Personnel (i.e. Secretaries, Receptionists, Office

eDirectors/Coordinators of Youth Ministry Mgrs., Bookkeepers, etc.)

(Programs) «Janitors/Custodians

*Directors of Children’s Choir eSacristans

«Teachers/School Personnel =Nursery Helpers, Babysitters

«Regularly assigned School Yard Duty Workers *Children’s Programs Helpers (e.g. Cub Scouts/Brownies,

Theater/Drama Clubs, etc.)

eSchool Volunteers/Helpers (e.g. Overnight and/or
multiple Field trips/Retreats, Cafeteria personnel, Hospitality,
Chaperones, etc.)

and Teachers’ Aides

*”Regular Contact” includes significant interaction with minors on an ongoing basis or .
on a significant intermittent basis; particularly where an adult might be alone with a child Need Help? Please contact the Office of Human
or with children away from public view. Refer to page 6 of the Fingerprinting and Other

Background Checks Policy (available for viewing on archdiocesan website
http://www.sfarchdiocese.org/arch-policiesindex.html) for further guidelines on
determining who has “regular contact with children.” Please err on the side of caution.

HR Coordinator (for Background Checks)
(415) 614-5539

Employment/Training Matters (415) 614-5538
Director of Human Resources (415) 614-5541

Issued by the Office of Human Resources January 2005




}K Archdiocese of San Francisco
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Background Evaluation Procedures

(See also “Overview of Background Evaluation” sheet)
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Mandatory Fingerprinting Mandatory Background Checks Reference Checks
. ) H I (Employees & Regular Volunteers
(Applies to certain Employees & Volunteers who have “Regular Contact | |(Applies to Employees & Volunteers who have “Regular who do not have “Regular Contact
With Children” ) Contact with Children” who are NOT subject to mandatory with Children”)
fingerprinting)
| | | |
Complete Applicant Submission Form Parish School References
“Request for LiveScan Service” checked with
people who
T T T know their work
parish Emplovees & School Emplovees & Employees Volunteers Employees Volunteers aﬂd petrsonald
| . character an
Clergy Form w/ VolunteersIO Fglrm w/ VolunteerspFo):m w/ complete comp_lete_ Note: Al comp_lete_ record of
ORI#A0842 “Background “Application Form | iemployees, per “Application Form reference check
ORI#A2783 ORI#A0842 Check for Persons School policy, must: [for Persons should be
| | | Authorization” Volunteering to follow mandatory  |Volunteering to :L‘:;T?I;Zed at
form Work with Children | ifingerprinting Work with Children
Clergy make Employee/Volunteer Employee/Volunteer & Youth” procedure & Youth”
their oDt W/ returns completed form returns completed form | |
. &p ' to Parish Office who to School Office who
Identix sets appt. w/ ldentix* sets appt. w/ ldentix* Forms are forwarded to Office of Volunteer forms are sent to Dept.
Human Resources (HR) of Catholic Schools (DCS)
| |
Proceed to ldentix* to conduct fingerprinting as scheduled. HR forwards data to ChoicePoint DCS forwards data to ChoicePoint
| | | (criminal background check service) (criminal background check service)
for confidential processing for confidential processing
Clergy send their forms to Parish Empl/Volntr return School Empl/Volntr return
Bishop Wester’s Office their forms to Parish Office their forms to School Office
| | | Results are posted in ChoicePoint’s restricted website:
«Clergy’s forms are retained in Bishop Wester's Office *HR checks results for Parish Employees/Volunteers; Informs Pastor of
*Parish sends GOLD copy to the Office of Human Resources (HR) “fail status” only
=School sends YELLOW copy to Dept. of Catholic Schools (DCS) <Principals call DCS to check results for School Volunteers
Bishop's Office checks | |HR checks DOJ website for DCS checks DOJ website for|
DOJ website for “fail | |“fail or pass” status of Parish School empl/volntr “fail or If balckgro/untlj check FAILS, If background check passes,
or pass” status of employee/volunteer; Informs pass” status; Principals call emph(_)yge vofunteer 1S cing i employee/volunteer is OK to
Clergy Pastor of “fail” status only DCS for results prohibited from working in work in Parish or School
Parish or School
If fingerprinting result FAILS, If fingerprinting result passes,
employee/volunteer is employee/volunteer is OK to
PrOhl_blted from working work in Parish or School . Issued by the Office of Human Resources January 2005
in Parish or School *Formerly LiveScan




