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Memorandum to: Depariment Directors //

Appointment Coordinators -
From: Mary E. Foy //i

Associate Dean/Registrar
Re: Criminal Background Investigations for Trainee Appointments

All new frainees are subject to the School of Medicine (SOM) policy that requires a successful criminal
background investigation prior to appointment. A similar policy was implemented July 2007 for
postdoctoral fellows and students.

Generally, all offers for appointment will be conditioned on a successful criminal background investigation.
The investigation will be performed by the same agency that performs the checks for new University
facuity and staff and will be coordinated through Human Resources.

Trainees who are first entering the United States to study or train at Johns Hopkins or who have been in
the country for less than one year are generally exempt from this requirement.

The fee for the investigation will be paid, in most cases, by the trainee at the time of registration. The fee
is currently $65; payment will be made to the Office of Financial Affairs by check, cash or credit card but
may not be charged to a departmental budget number. Kennedy Krieger trainees will be paid for by KKI
and trainees in SOM summer programs designed for disadvantaged student participation will be paid for
by JHUSOM.

Please direct questions concerning this policy to myself or to Laura Robbins Winter, 410-614-7013.
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(410) 956-3080 / FAX (410) 855-0826

Office of the Dean
Registrar

Notice to all applicants offered admlission or appolntment
to degree and tralning programs at
The Johns Hopkins University School of Medicine

Your authorization is required In order for the University to initiate a criminal background investigation that
Is a condition of your final acceptance or appointment,

The University uses ADP, a consumer reporting agency, to conduct eriminal background investigations.
The Fair Credit Reporting Act governs the activities of many types of consumer reporting agencies, such
as ADP and credit bureaus and how information collected aboul you by those agencies can be used.
Enclosed for your information is a Summary of Rights under this Act which outlines protections offered to
you under this legistation,

Please be assured that the criminal background Investigation for degree students, interns, residents,
fellows and trainees does not include a credit report.

January 2010
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CRIMINAL BACKGROUND INVESTIGATION (CBl)
FOR

MEDICAL/GRADUATE STUDENTS, INTERNS, RESIDENTS, POSTDOCTORAL FELLOWS
AND TRAINEES

REMINDER: All program infermation availahle to applicants must address the CBI requirement for acceptance.
1. Applicant Offer Letter must include the following:

» Background Check Disclosure and Authorization Form

* Two copies of the Authorization for Background Checks {one fo be returned to the Program Office and one
for the applicant to keep — please indicate a return address at the bottom of the form)

*  Summary of Rights

2. Upon receipt from applicant, but no earlier than 6 months prior to the appointment date, scan and email
the following documents to Nadine Kirkland in the SOM Human Resources Office;

+ Criminal Background Investigation Report Form, top half of which is to be completed by program
office/preceptor
« Signed Authorization for Background Check

3. When Human Resources returns (via email) the Criminal Background Investigation Report Form;

You should retain it along with the original Authorization for Background Check form.

If resuits indicate “Clear Resulis”, proceed with acceptance process.

If results indicate “Adverse Resulis”, the appropriate Associate Dean will be notified by SOM HR. The
Associate Dean and Training Program Director/Preceptor will convene a committee fo review the report
and make a determination whether to proceed with the appointment or withdraw the offer. If withdrawn, the
applicant will be notified of this decision by the appropriate Associate Dean.

NOTE:
A, For medical students and graduate students:

¢ Siudents will not be permitted to matriculate until the Admissions’ Office submits notification of a
successful criminal background Investigation to the SOM Registrar's Office

B. Forinterns, residents and fellows:

* Acopyof the CBI Report Form indicating “Clear Results” is 1o be attached to appointment paperwork
when sent to Office of Postdoctoral Programs and, for clinical appointments, to the Medicat Staff
Administration Office

+ [f an offer was made and accepted prior to nofification that CBls would be required, submit a
statement to this effect from the training program director/preceptor with the appointment paperwork

C. For trainees:

+ Trainees will not he permitted to begin their appointment unfil notification of a successful criminal
background investigation is submitted to the SOM Registrar's Office.

D. At this time, criminal background investigations are not being required for the following categories:

s Rotators
» Internationals who have been in the United States for less than one year
» Current Johns Hopkins House Staff who become Postdoctoral Fellows

Revised 2/2012




Para Informacion en espanol, visite yayw.fte.qovicredit o
esctlbe a fa FTC Consumer Response Center, Room 130-A 600
Pennsylvanla Ave. N.W,, Washington, DC 20580,

A Summary of Your Rights Under the Fair
Credit Reporting Act

The foderal Falr Credit Reporting Act (FCRA) promotes the
accuracy, falmess and privacy of information In the files of consumer
raporting agencies. There are many types of consumer reporting
agencies, including credit bureaus and specially agencles (such as
agencles {hat sell information about check writing histories, madical
records, and rental history records). Here is a summary of your
major rights under the FCRA. For more Inforimation, Including
infetmation about additional rights, go to www.fte.aovigradit or
write fo: Gonsumer Responsge Center, Room 130-A, Federal

‘Il; Ea% é‘:scammlsslon, 600 Pannsylvania Ave, N.W., Washington,

« You must he told if Information in your fllo has been used
agalnst you, Anyone who uses a credit raport or another type of
consumaer report to deny your application for credit, Insurance, or
employment — or {0 take another advarse action agalnst you — must
tell you, and must glve you the name, address and phone number of
the agency that provided the information.

+ You have the right to know what Is In your flle. You may
request and obtaln ail the information about you in the files of a
consumer reporting agency {your “flle disclosure™. Youwlll be
required to provide proper identification, which may include your
Soclal Sacurity number. In many cases, the disclosure will be free.
You are entitlad to a free file disclosure if:
* A person has taken adverse action against you because of
information In your credit repont;
. :ﬁou are the victim of identify theft and place a fraud alert in your
CH
* Your file contains inaccurate information as a resutt of fraud;
« Yout are oh publio agsistance;
 You are unemployed but expect to apply for employment within
60 days,

In addition, by September 2005 all consumers will be enlfled to one
free disclosure every 12 months upon reguest from each nationwide
credit bureau and from nationwlide spaclalty consumer reporiing
agencles, See www.fte.govicredit for additional information,

* You have the right to ask for a cradit score, Credit scores are
numerical summaries of your cradit worthiness based on information
from ¢redit bureaus. You may request a credit scors from consumer
reporting agencles that create scores or distribute scores uged in
rogldentlal real properly loans, but you will have 1o pay forit. In
soma mortgage fransactions, you will racelve credit score
Information for free from the morigage fender.

+ You have the right fo dispute Incomplete or inacourate
information, If you identify Information in your flle that Is Incomplete
or inaccurate and report it to the consumer reporting agency, the
agonoy must investigate unless your dispute I8 frivolous, See
www.fie gov/credit for an explanation of dispute procedures.

+ Consumer reporfing agencies must correct or delete
Inaccurate, Incomplete or unverlfiable Informatton. Ihacourate,
incomplete or unverifiable Information must be removed or
corrected, usually within 30 days. However, a consumer reporting
agency may continue to repor information it has venflad as
accurate,

= Consumer reporting agencles may not report ocutdated
negative Information, In mosi cases, a consumer reporling agency
may not repori negative information that is more than seven years
ofd, or bankruptcies that are more than 10 years old,

« Ascess to your flle Is Imited. A consumer reporting agancy may
provide informafton about you only fo people with a valld need -
usually to conslder an application with & crediter, Insurer, employer,

landlord, or other business, The FCRA specifies those with a valld
need for acesss.

« You must give your consent for reports to be provided to
amployers. A consumer rapoiting agenoy may not give out
Information ahout yott to your empioyer, or a potential employer,
without your written consent given to the employer., Written consent
generally Is not rsquired in the trucking Industry, For more

informatlon, go to www.ftc.govicredit.

* You may limit “prescreenad” offers of credit and Insurance
you get based on Informatlon in your ¢rodit report. Unsollclied
"prescresnsd’ offers for credit and instirance must include a toll-free
phone number you can call if you choose to remove your name and
address from the lists these offers are based on. You may opt-oud
with the nationwide credit bureaus at 1-888-667-8688.

* You may seek damages from violators, If a consumer reporting
ageney, or, In some ¢£868, & user of consumer reports or a furnisher
of information to & consumer reporiing agency violates the FCRA,
you may be able to sus in state or fedaral court.

+ {dentity theft victims and actlve duty mllitary personnel have
additionai rights. For more information, visit www. ftc.aovieredit,

States may enforge the FCRA, and many states have thelr own
consumer reporting laws. In some cases, you may have more
rights under state law. For more Information, contact your
state or local consumer protection agency or your state
Attorney General, Federal enforoers are:

TYPE OF BUSINESS: CONTACT:

Faderal Trade Commlsslon:
Consumer reporting agencles, .
creditors and others not listed gggiumar Response Genter
below Washington, DC 20580

1-877-382-4357

Natlonal banks, fedsral Offlce of the Comptroller of

the Currency
branchesfagencles of forsign
banks (word *National" or Initials ﬁt;wgltlgg%e_éwanagsment

"NA appear in or after bank's Washington, DC 20218
name} 1-800-813-6743

Fadoral Resarve Board
Federal Reserve System member
banks (except national banks and | ivision of Consumer &

Community Affalrs
foderal branches/agencles of
forelgn banks) Washington, DC 20651

202-452-3693

Savings assoclations and federally ; Offlce of Thrift Supervision
charfered savings banks (word Consumer Complaints
“Federal" or inltiels “F.8.B." appear | Washington, DG 20562

in federal instilution's name) 800-842-8929

Natlonal Credit Unlon
Adminlstration

1775 Duke Slreat
Alexandria, VA 22314
703-519-4600

Federal credit unions (words
“Faderal Credit Unlon” appear In
institutlon's name)

Federal Deposit Insurance
Corporation

Consumer Responss Center
2345 Grand Avenue, Sulte 100
Kansas City, Missoust 64108~
2638

1-877-276-3342

State-chartered banks that are not
members of the Federal
Ressrve Sysfom

Alr, surface, or rall common
carrders ragulatad by former Civil
Asronautics Board or Interstate

Dapartment of Transportation
Offlcs of Financlal Management
Washington, DG 20600

Commerce Commission 202-386-1306

Department of Agrisuliure
Activifles subjeot to the Packers g{g%erf Daputy Admlnlstrator -
and Stockyards Act of 1921

Washington, DC 20260
202-720-7051




BACKGROUND CHECK DISCLOSURE AND AUTHORIZATION FORM

In the interest of maintaining the safety and security of our patients, students, customers, employees
and property, Johns Hopkins University (the “University”) will order a “consumer report’ (a background
report) on you in connection with your, pending employment, affiliation or association with the
University. If you are appointed in any position or if you are hired, or if you already work for the
University, the University may order additional background reports on you for employment purposes.

The background check company, ADP Screening and Selection Services, will prepare the background
report for the University. ADP Screening and Selection Services is located at 301 Remington Street,
Fort Collins, CO, 80524, and can be reached at 800-367-5933.

The background report may contain information concerning your criminal history and credit standing.
The types of information that may be ordered include but are not limited to: Social Security number
verification, criminal, public, and, as appropriate, driving records checks, and credit reporis. The
information may be obtained from private and public record sources.

If a credit report is required, a summary of your rights under the Fair Credit Reporting Act is also being
provided to you with this form.

STATE SPECIFIC NOTICES

If you live or work for the University in the states listed below, please note the following:

CALIFORNIA: You may view the file that ADP Screening and Selection Services has for you, and order a copy of the file, upon
submitting proper identification and paying copying costs, by coming to their offices, during normal business hours and on
reasohable notice, or by mail. You may also ask for a fite-summary by telephone. ADP Screening and Selection Services can
answer questions about information in your file, including any coded information. If you come in person, another person can come
with you, so long as that person can show proper identification.

MAINE: If you ask us, you have the right to know whether the University ordered an investigative consumer report on you. You
may request the name, address, and telephone number of the nearest office for ADP Screening and Selection Services. You will
get this information within 5 business days of our receipt of your request. You have the right fo ask ADP Screening and Selection
Services for a free copy of the report.

MARYLAND: Consistent with State law, the University may obtain credit history information on you, if there is a bona fide job
related reason for doing so, and only if the position requires a credit check as part of the screening process.

MASSACHUSETTS/NEW JERSEY: If you submit a request to us in writing, you have the right to know whether the University
ordered an investigative consumer report from ADF Screening and Selection Services, You may inspect and order a free copy of
the report by contacting ADP Screening and Selection Services.

MINNESOTA: If you submit a request to us in writing, you have the right to get from the University a complete and accurate
disclosure of the nature and scope of the consumer report or investigative consumer report ordered, if any.

NEW YORK: If you submit a request to us in writing, you have the right to know whether the University ordered a consumer repont
or an investigative consumer report from ADP Screening and Selection Services, and you will be provided with the name and
address of ADP Screening and Selection Services. You may inspect and order a free copy of the reports by contacting ADP
Screening and Selection Services. A copy of Article 23A of the New York Correction Law is being provided with this form.

OREGON: The University will obtain credit history information on you, if there is a bona fide job related reason for doing so.

WASHINGTON STATE: If you submit a request to us in writing, you have the right to get from the University a complete and
accurate disclosure of the nature and scope of the investigative consumer report we ordered, if any. You also have the right to
ask ADP Screening and Selection Services for a written summary of your rights under the Washington Fair Credit Reporting Act.
i the University obtains information bearing on your credit worthiness, credit standing or credit capacity, it will be used to evaluate
whether you would present an unacceptable risk of theft or other dishonest behavior in the job for which you are being considered.




AUTHORIZATION FOR BACKGROUND CHECKS

After carefully reading this Background Check Disclosure and Authorization form, | authorize the University to order my background
report. | understand that the University may rely on this autherization to order additional background reports, including investigative
consumer reports, during my employment, affiliation or association without asking me for my authorization again as allowead by law.

| also authorize the following agencies and entities fo disclose to ADP Screening and Selection Services and its agents all information
about or conceming me, including but not limited to: law enforcement and all other federal, state and local agencies; federat, state and
local courts; the military; credit bureaus; testing facilities; motor vehicle records agencies; all other private and public sector repositories of
information; and any other person, organization, or agency with any information about or concerning me. The information that can be
disclosed fo ADP Screening and Selection Services and its agents includes, but is not limited to, information concerning, credit history,
motor vehicle history, criminal history, and military service. NOTE: CREDIT INFORMATION WILL NOT BE COLLECTED UNLESS
REC.?UIRED FOR THE POSITION AND ONLY CONSISTENT WITH APPLICABLE LAW.

| agree the University may rely on this authorization to order background reports, including investigative consumer and criminal
background reports, from companies other than ADP Screening and Selection Services without asking me for my authorization again as
allowed by law. | also agree that a copy of this form is valid like the signed original. 1 certify that all of my personal information on this
form is tnite and correct and understand that dishonesty will disqualify me from consideration for employment, affiliation or association
with the University, or if | am hired or already work for the University, that my employment may he terminated.

TRAINEES ONLY: The cost of this consumer report for students in the SOM summer programs designed for disadvantaged student
panlicipation will be paid for by JHUSOM. All other frainees are required to pay their fee to the Business Office prior to registration.

Last Name First Middle
Maiden/Other Names Years Used
Social Security Number Drivers Lic. No. State

FOR IDENTIFICATION PURPOSES ONLY: Date of Birth ! / {(Month/DayfYear)

Addresses Within The Past Seven Years (use a separafe sheef as needed)

Present Street Address

City/State/ZIP

Prior Street Address

Sy

From / (Month/Day/Year) To / / (Month/Day/Year)

City/State/ZIP

Prior Strest Address

-

From ! (Month/Day/Year) To / / {Month/Day/Year)

City/State/ZIP

Prior Street Address

From / f {Month/Day/Year) To / / {Month/Day/Year)

City/State/ZIP

The following stales require sex and race to obtain information: AL, AR, FL, GA, IA, IL, IN, Mi, OR, TX, Wi
Sex: UMale OFemale
Race: QAsian or Pacific islander [QBlack QHispanic QWhite OAmerican Indian or Alaskan Native (Q0Other

/ /
Signature Date: (Month/Day/Year)

Anyone can request a free copy of their background check report by contacting ADP at 1-800-367-5933. This notice is required by
Califarnia, Minnesota and Oklahoma.




