Chaffey Community Administrative Procedures
- College District Chapter 7, Human Resources

AP 7126 Applicant Background Investigations, Reference
Checks, and Criminal History Reports

Reference Checks

Reference checks will be done on all prospective employees of the District, prior to an
offer of employment regarding, but not limited to: education, prior employment and
personal references. If it is determined that the prospective employee will not be hired,
the applicant will be notified in a timely manner.

Criminal History Reports

Criminal history reports will be obtained for prospective employees after a conditional
job offer has been made. The District will comply with all state and federal laws and the
California Community College Chancellor’s Office guidance as it relates to the
consideration of information contained within the criminal history reports.

Background Investigations

All background investigations for prospective candidates for sworn officer positions in
the District police department are performed by the District’s police department and/or
by outside, independent, licensed investigators, and includes investigation of, but not
limited to, criminal history, drug/alcohol use, driving history, credit and financial
information, alcohol abuse, moral character, employment information, character
references, medical, dental and psychological records and education. Background
investigations for prospective sworn officer candidates in the District police department
also include investigating whether the applicant has had sustained findings related to
moral turpitude, harassment, discrimination, retaliation, abuse of authority or power,
excessive use of force, or other misconduct incompatible with the role of a sworn officer.
The cost of any background check will be the responsibility of the District. The
prospective employee will be required to sign a Release of Information form, authorizing
the investigation.

Where a background investigation is performed by a third party, the Human Resources
Office shall make a clear and conspicuous disclosure to the applicant on a separate
form before the report is procured. The applicant shall be provided an option to receive
or not receive a copy of the report. If the applicant is not hired, or the District takes other
action that adversely affects any applicant based in whole or in part upon the third-party
report, the Chief Human Resources Officer shall provide oral, written, or electronic
notice of:
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e the adverse action to the applicant;

e the name, address, and telephone number of the third party agency that
furnished the report;

e the applicant’s right to obtain a free copy of the report; and

e the applicant’s right to dispute the accuracy or completeness of any of the
information in the report.

References: Civil Code Section 47, 1785.16, 1785.20, and 1786.16 et seq.;
Fair Credit Reporting Act (federal)
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