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Offender Employment Services
 
 (
Important Facts
Overview
)Process: Background Checks  
As part of an effective job search, it is important to be aware of what information a prospective employer can obtain from a background check.
Important Facts About This Process:
1. Information from background checks can include criminal record, credit, and other information that could impact getting an interview or a job.
2. Offender Status is a required field in the short SKIES registration (see Offender Employment Services). The entry assists staff to send customers on correct job referrals. 
3. According to the Fair Credit Reporting Act (FCRA), employers must notify each applicant (job seeker) in writing and get written permission before they can obtain consumer reports (background checks) for employment purposes.  
4. If a job seeker is denied employment due to a background check, he or she must be given access to the reports (see www.privacyrights.org/fs/fs6b-SpecReports.htm#8). 
5. “Must Pass a Background Check” isn’t always interpreted the same way by employers.  Communication is key to assisting customers with their reemployment efforts. 
a. Job seekers must let WorkSource staff know about any conviction history in order to receive appropriate referrals to specific jobs. 
b.  WorkSource staff and partners need to communicate with Business Services to find out if an otherwise qualified candidate would be considered by an employer, even with a conviction history. In some offices the staff may talk directly with the employers. 
c. Business Services Unit staff must understand from an employer what “Passing a background check” means on a job order.  
6.  In order to be proactive for job orders with “Must pass a background check” requirements, job seekers should get copies of their own background checks, understand the documents, ensure all information is correct, and be prepared to discuss with potential employers.
 


 (
Other Resources
Step-by-Step
)Process Steps:
Job seekers can obtain for themselves all of the reports below – any of which might concern a prospective employer – by following these steps: 
1. Obtain a criminal history conviction record from the Washington State Patrol: 
a. Request online through Washington Access to Criminal History (WATCH), which will cost $10.00 regardless of results (requires setting up a valid Credit Card Account first). 
b. Request by mail, by completing Form 3000-240-569, and mailing to PO Box 42633, Olympia, WA  98504-2633.  The cost is $35.00, and results should be received in 7-14 business days.
2. Request Work References/Personnel Files:
Current or previous employees have the right to inspect their personnel files.
3. Request Credit Report:
a. On line request: Annual Credit Report 
b. By telephone: 1-877-322-8228
c. By mail: send completed forms https://www.annualcreditreport.com/cra/index to Annual Credit Report Request Service 
PO Box 105281, Atlanta, GA 30348-5281.
d. Job seeker should request reports from all three credit bureaus, to ensure all credit history is shown (Experian, TransUnion, Equifax).
4. Driver’s License: 
a. Request a Driving Record in person: Office locations
b. Online: Request a driving record online
c. By mail: Driving Record Request (Current Fee $10.00).  
d. Learn how job seeker can Reinstate license
5. To remove a hold placed on a Driver’s license by the Department of Social and Health Services (DSHS) due to non-payment of child support, have the customer contact local DHSH support enforcement.
Policy/Mandates informing this process:
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1. RCW 10.97, Washington state criminal records privacy act 
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