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Conduct background
checks right

By Cindy Schroeter Graham

Inthis day and age it may be prudent to glean what-
ever information we can about a potential employee.
Credit checks and background checks can provide a
wealth of information, from how a person handles
their finances to criminal records. How you obtain and

use this information could determine whether you are complying with
privacy policies and secure information handling.

The person conducting or reviewing a background check has
access to information that could be devastating if it ended up in the
wrong hands. If the information is lost, stolen or otherwise deter-
mined to be used for identity theft or fraud, it could result in fines
up to $2500, according to the FACTAct.

Here are some suggested guidelines to ensure the privacy of
information obtained from or for employees and applicants:

• Designate who will have access to employee information. This
applies to information gathered prior to and following background
checks. Will a background check be conducted on all applicants?
If not, make it a practice not to collect a social security number
until you have determined whether the applicant qualifies for the
position in all other aspects.

• Procedures for securing information. Once the information is
obtained, implement safe handling procedures. Determine how
long the information will be left unsecured and where the infor-
mation will be kept secure. Information left unattended on a desk
is unacceptable.

• Procedures for accessing the information. Determine who will
have access to the information files.

• Procedures for destroying information. Information that is no longer
needed should be properly destroyed, meaning shred it as soon as
possible. Don't keep information in a box under someone's desk.

Background checks come in a variety of details as well as cost,
from basic credit checks to full comprehensive searches. The duties
of the employee and the type of information he/she will be handling
may help determine what type of background check is sufficient.
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Ask a few questions to start with. Why do you need a background
check? What type of information are you looking for? Will the infor-
mation determine whether or not the employee is hired? Will the infor-
mation determine what job functions the employee will have? What
details within a report will determine a positive or negative review?

Here is a non-comprehensive list of the information available
through background checks that range from about $10 to $125.

• Criminal background check
• Credit Bureau reports
• Asset search
• Business records
• Marriage and divorce records
• Media searches
• Licenses
• State and federal court records
• Law suits
• Address and phone history
• Bankruptcy
• Liens
• Property values
• Aliases
• Roommates and relatives

As you can see, the information available can be very personal.
It is vital that this information be kept as secure as possible. Unless
you plan on running a check on every potential employee you should
not collect personal information, such as a Social Security number,
driver's license number or birth date, from every job applicant.
Privacy policies should be implemented to safeguard any personal
information on file, whether a new applicant or current employee.

Only after you have decided the employee meets all other qualifi-
cations should you ask for a Social Security number to run a back-
ground check.

If the employee will not be handling any sort of secure informa-
tion or money, consider doing a basic background check to deter-
mine the reliability of the candidate. An address and phone history
may be sufficient to determine whether the employee will stay
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around or not. Don't base your decision solely on the contents of these reports. Unforeseen
calamities can befall us all. Interview the candidate to further explain any questions or con-
cerns you have. The candidate may have had problems in the past and has been working hard
to correct them.

The trustworthiness of the employee should be considered if he/she will be handling pri-
vate information. Reviewing background checks for criminal activity, moving from place to
place or the inability to handle their own finances, could lead to temptations to misuse com-
pany funds or information.

Trustworthy employees and strict privacy policies and secure information handling procedures
are necessary to help fight the battle against identity theft, fraud and misuse of information .•

Cindy Schroeter Graham is an expert on identity theft prevention. For more information see
www.whoe/seisyou.com.

DTN/METEORLOGIX'
MOBILE WEATHERSENTRV

MxVision WeatherSentry mobile allow you to access accurate and
detailed local weather information and updates via cell phone or
PDA from anywhere, anytime. The product lets you receive
radar information, temperatures, precipitation, wind
speed, and more via a personal wireless
device. Forecasts are updated every
hour so you always have the most cur-
rent look at what's to come.

The patent-pending PrecipTimer fea-
ture provides users with a reliable,
advanced warning of pending precipita-
tion. Users input their specific location '"\

and the service will automatically moni- ~ ..,''..':\. . ,.z-« -,
~or when snow o~ rain wil.1s:art and st~p ~ ',) •• ;:::;:.-
In the area, helping to eliminate surpns- 1',:;" r-""?)"'7-- '"
es and cut unnecessary costs. ,.•

DTN/Meteorloglx/952-882-4337
For Information, circle 077 or
see http://www.oners.lms.ca/5903-077

TITAN REMOVABLE PAINT
Pioneer's Titan Removable paint is engineered to withstand punishing field conditions all

season long. The product is ideal for painting temporary logos for special games and events,
or for facilities that use the same synthetic
playing surface for multiple sports including
football, soccer, lacrosse, and field hockey.

Titan Removable dries to a flexible coat-
ing after application, eliminating stiffness
and matting, which is a common problem
with most synthetic turf paints. To remove,
apply Titan Blitz Remover, agitate with the
Titan Removable Machine and then wash
away with a hose. Available in Arctic White,
16 standard colors, or custom team colors.
Pioneer Manufacturing Co/800-877-1500
For Information, circle 078 or
see http://www.oners.lms.ca/5903-078
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...With Newstripe Eco-Liners
• Easiest cleaning machines on the market
• Pump paint directly from 5 gallon pails

• Gas or Battery powered units
• Bi-Directional spray heads
• Continuous Paint Agitation

• Will not damage turf or roots.

• Dirt Doctor
Infield Groomer
4' & 6' Models
3 pt. Hitch or Tow

• Nail Drags
• Drag Mats
• ProLine Field

Layout System

~H==== 1700 Jasper St., #F-I· Aurora, CO 80011

www.newstripe.com
I 800-624-6706

Circle 133 on card or www.oners.ims.ca/5903-133
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