Third-Party Employment Background Checks:

A Summary of California Employer Requirements
This Summary Combines the
FCRA Requirements for Consumer Reports, FCRA Requirements for Investigative Consumer Reports, and

CA Investigative Consumer Reporting Agencies Act (CA ICRA) Requirements for Investigative Consumer Reports.
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Before A Report Is Requested From An Agency:
e Ina document that is separate from the job application, provide
e A clear and conspicuous written disclosure to the applicant/employee that an investigative
consumer report may be obtained for employment purposes and that the report may include
information on his/her "character, general reputation, personal characteristics, and mode of living.”
e The name, address, and telephone number of the agency.
e The nature and scope of the requested report.
e A checkbox by which the applicant/employee may indicate that he/she wishes to receive a copy of
any report that is prepared.
e A summary of the applicant’s/employee’s rights (under CA ICRA) to view any files the agency
maintains on him/her.
e You must provide a summary of the applicant’s/employee’s rights (FCRA version).
e You must obtain a written authorization from the applicant/employee.

After A Report Is Received:

o If'the applicant/employee indicated by the checkbox (mentioned above) that he/she wishes to receive a
copy of the report, the recipient of the report shall send a copy of the report to the applicant/employee
within three business days of the date that the report is provided to the recipient. The recipient may
contract with any other entity to send the copy. The report shall contain the name, address, and
telephone number of the agency who issued the report.

o The recipient shall use the report only for employment purposes and only for the employer’s own use.

e Ifareport contains a notice of address discrepancy, the recipient should employ reasonable policies
and procedures to know the identity of the person to whom the report pertains.

If Any Adverse Action Is To Be Taken:

Before taking any adverse action, based at least in part on information obtained from an agency,

e You must provide the applicant/employee a copy of the report.

¢ You must provide the applicant/employee a summary of the applicant’s/employee’s rights (FCRA
version).

After any adverse action under circumstances in which a report regarding the applicant/employee was

obtained from an investigative consumer reporting agency, the user of the investigative consumer report

shall advise the applicant/employee against whom the adverse action has been taken and supply the
applicant/employee a written notice of the adverse action, including

e The name, address, and telephone number of the agency.

e A statement that the agency did not make the adverse decision and is not able to explain why the
decision was made.

e A statement of the applicant’s/employee’s right to obtain from the agency, at no charge, the
information in the applicant’s/employee’s file if the applicant/employee requests the report within 60
days.

e A statement of the applicant’s/employee’s right to dispute directly with the agency the accuracy or
completeness of any information provided by the agency.

e Ifthe only interaction between the applicant and the user has been by mail, telephone, computer or
similar means, see FCRA sec 604 (b) (3) (B).






