
You’ve submitted your resume and
received a call back. Now, several grueling
interviews later, you have been offered a
job—contingent upon a background
check, of course. Naturally, you want to
know what information the prospective
employer may obtain about you, and how
it might be used in the decision-making
process.

A background check is a more familiar
term for what is known legally as a “con-
sumer report” or an “investigative con-
sumer report.” This is important because
there are laws that govern the procure-
ment and use of these reports. The feder-
al Fair Credit Reporting Act (FCRA), the
same legislation that governs the use and
procurement of credit reports, applies to
these types of reports when they are used
for employment purposes. California has
its own version of the FCRA, which is more
stringent and affords the consumer or job-
seeker more protection under the law.
Under both federal and California law, the
employer must disclose to the candidate
that a report is being ordered and the can-
didate must sign an authorization, allowing
the employer to receive information. Under
California law, the candidate has a right to
receive a copy of the report. If an employ-
er decides not to hire a candidate based
on information obtained from the report,
the candidate must receive a copy of the
report as well as notification from the
employer that they were denied employ-
ment based on information provided in a
consumer report, along with the name and
contact information of the agency that pro-
vided the information. This gives you an
opportunity to correct any erroneous infor-
mation that may have been reported.

What information is available, and what
facts are typically verified? There are many
different types of verifications or checks

that are available to an employer, but it is
important to keep in mind that an employ-
er really wants to know one thing: How
truthful has this candidate been in filling
out the application and in answering ques-
tions in the interview process? To assess
that, employers may request a verification
of residence history, criminal history, motor
vehicle record, credit history, past employ-
ment, and education as well as references
from previous supervisors, to name a few
of the more common components of a
consumer report.

Candidates may wonder how they can
adequately prepare themselves to under-
go such scrutiny. The process is really far
less invasive than it sounds. And it is
important to remember what employers
are really trying to uncover. Since most
employers are simply trying to ascertain
how honest their candidates have been,
the best way to prepare for the process is
to fill out the application as honestly as you
can and to represent your qualifications,
credentials, and experience in an accurate
way. If you feel there is an issue that may
be of some concern, most employers will
appreciate hearing about it directly from
you prior to receiving the information in the
report.

Hopefully, this has given you a clearer
understanding of the role of the consumer
report or background check in the employ-
ment process as well as the legal rights
afforded to you as a consumer. Think of it
as a tool to assist you in validating the
information that you have already present-
ed and to further demonstrate that you are
the most qualified and competent candi-
date for the job.

Laura Wheeler is President of
SafeCare Information Services, a full serv-
ice pre-employment screening firm based
in Santa Barbara.
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A critical element in fostering greater
employee retention is to start your new
hires off right.You may do this by providing
them with the fundamental information
they will need as an employee on their first
day. Though you may be ecstatic to have
your open position filled and may have an
immediate need to throw them in the water
without a life ring, you should resist taking
this course. The best companies to work
for are the ones that have a thorough and
effective on-boarding process. This
process often lays the foundation in the
employee’s mind as to what kind of com-
pany they will be working for and how
things are done in that company.Your new
employee will have a greater chance of
success with your company if they know
what to expect, where to go for informa-
tion, and an understanding of your policies
and procedures from the start.

A new employee’s first day should
include some sort of orientation which cov-
ers several key areas. First, the employee
will need to be familiar with general house-
keeping items. This can be accomplished
by giving a tour of the work facility.You may
also take this time to introduce the new
employee to his/her coworkers and per-
sonal workspace, which should be
equipped with all of the tools needed to
effectively do his/her job. Depending on
the position, these tools may include com-
puter logins, special software, and e-mail
setup.

Once general housekeeping items are
out of the way, you can then move into the
more formal aspects of the orientation.You
will want to have your new employee com-
plete all of the necessary government and
company required paperwork on their first

day. Once that is complete, it is a good
idea to communicate work rules, policies,
and procedures. This may include provid-
ing them with an employee handbook,
communicating timekeeping require-
ments, grievance procedures, disciplinary
procedures, and safety procedures.

After you’ve communicated work rules,
policies, and procedures, it would then be
appropriate to give the employee a back-
ground of the company and introduce
them to the culture.This may include shar-
ing the company’s history, mission, vision,
values and core purpose, and letting them
know how their position contributes to the
company’s overall success.You might also
communicate the company’s performance
management process and opportunities
for growth and development in this section
of the orientation.

Depending on the company, industry,
and position, your orientation program
may be a few hours or a few days. It may
be presented by one person or several.
However it is presented, it is important to
ensure that your new employee has the
information and training they need to be
successful. Other items that may be
included as part of the orientation are safe-
ty training, any industry or position specific
training, benefits orientation, and a depart-
mental orientation. It may also be helpful to
assign each new employee a “buddy” for
the first month or so as a go to person to
answer questions once orientation is over
and help the new employee get acclimat-
ed to the company culture. Having a suc-
cessful on-boarding and orientation pro-
gram is an integral step in creating a suc-
cessful company.

Nicole Rivard, SPHR is the Human
Resources Manager at the Holiday Inn
Santa Barbara/Goleta.
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