VOLUNTEER BACKGROUND SCREENING PROCEDURES

· Volunteer completes a Volunteer Application at the school level and signs. By signing the application, Volunteer authorizes the school system to process for a background screening.
· Volunteer submits application to School’s Bookkeeper. 
· Bookkeeper submits Volunteer Application to Principal for approval.

· Principal reviews application, interviews as appropriate, and approves/disapproves application and forwards Volunteer Application to the office of Coordinator of Support Services.
· Coordinator of Support Service Secretary will conduct an online criminal background screening with Choice Point for all approved applications. The cost per individual will be $5.00 and will automatically charge to the School System Visa. 

· Coordinator of Support Service Secretary will print out confirmation from Choice Point and attach to the application and file in the Volunteer’s personnel file.  Any matters that need to be acted on will be presented to the Superintendent.
· Coordinator of Support Service Secretary will complete the Confirmation of Volunteer Background Screening Form with the following information:  date and time of on-line screening, Volunteer’s last name and last four digits of Social Security Number, Assigned School, Confirmation number from Choice Point, Amount of Charge and will confirm information is correct by initialing.
· The Confirmation of Volunteer Background Screening Form will serve as the invoice for Choice Point charges.
· Coordinator of Support Service Secretary submits the Confirmation of Volunteer Background Screening Form to the Finance Department by the Fifth (5th) of each month.
· When Visa statement is received, Purchasing Clerk reconciles the statement. If there are charges for Choice Point, Purchasing Clerk attaches the Confirmation of Volunteer Background Screening form to the statement.
· Purchasing Clerk forwards Visa statement to Accounting Specialist for payment processing.
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