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Appendix M:  

PROCEDURE FOR PUBLIC RECORDS CHECKS 

The procedures for public records checks are designed to provide consistent and credible 
information. Records of these inquiries should be kept and maintained securely, indefinitely with 
the congregation or at the diocesan level. 

 Congregations and other organizations shall use a provider approved by the diocese below to 
conduct public records checks. Such checks must be completed before the employee or 
volunteer begins interacting with children and youth or vulnerable adults. 

 Criminal public records checks shall include all available criminal records and sex offender 
registries; 

 A Department of Motor Vehicles (DMV) records check is needed if transporting children and 
youth as part of, or an extension of, ministry of the church or for a church-sponsored event; 
and, 

 Public records checks must be conducted every 5 years. 
 

Who needs a Public Records Check? 
Clerics:  
Public records checks for the clergyperson, initiated by the diocese, will include inquiries of 
all bishops having past or present canonical authority over the individual, a check of all 
employers of the individual during at least the past five years and of all educational 
institutions they have attended during at least the past five years. If the individual has had 
one employer for five years, then inquiries will be made of the two most recent employers.  

When a congregation is calling a Clergyperson, this public records check procedure should 
be coordinated between the bishop or the bishop’s designee and any search committee. 

Paid Staff Members who Work with Children, Youth or Vulnerable Adults:  
Inquiries will be made of the individual’s employers during at least the past five years. If the 
individual has had one employer for five years, then inquiries will be made of the two most 
recent employers. 

For a young adult with little employment experience, previous schools should be substituted 
for employers. In addition, organizations that serve youth in which the individual has 
participated should be consulted. 

This public records check should be made by the employing congregation or diocesan 
organization. It is recommended that a professional investigation agency be engaged. For our 
purposes, that would be a criminal background check through Praesidium Inc. 
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Persons in the process toward ordination:  
People in the process toward ordination will be subject to a state police criminal background 
check before they are made Postulants for Holy Orders in the process toward ordination. This 
background check is conducted by the Bishop’s designee. 

Paid employees at the diocesan or congregational level: 
Paid employees who do not work with children or youth will be subject to a state police 
criminal background check and national sex offenders check. These public records checks 
are conducted by the employing executive. 

Volunteers who work with children, youth, vulnerable adults or whose ministries of 
pastoral care take place in people’s homes, hospitals, or nursing homes:  
Congregations who utilize the ministries of volunteers for youth and pastoral care ministries 
are required to conduct at minimum, the state police criminal background checks and a 
national sex offender search. Resources for public records can be found at the end of this 
Appendix. 

Volunteers or Staff Driving children, youth or vulnerable adults for a ministry 
Congregations who utilize staff or volunteers to transport children, youth and pastoral care 
ministries are required to conduct the state police criminal background checks and a national 
sex offender search. Resources for public records can be found at the end of this Appendix. 

The Process of Obtaining a Public Records Checks: 
If you are using a State Police Criminal Background Screening: 

1. Notify potential staff or volunteers when a position requires a Criminal background check 
by including the information about the requirement in advertised job descriptions 

2. Receive a signed release from serious candidates accepting that your organization will be 
requesting criminal background checks and are permitted to receive any information 
obtained. This release will also be kept, indefinitely, with their personnel files, locked 
and secured by the employing executive. (Sample releases and disclosures are available 
from the diocesan office) 

3. Submit appropriate data of candidate and payment to state agency (see process on 
respective state website in the “Where to request Public Records Checks” section below. 

4. Employing executive will receive the report from the criminal background check and will 
determine candidates eligibility for employment. This criminal background check report 
will also be kept, indefinitely, with their personnel files, locked and secured by the 
employing executive. 

5. For any Criminal Background Checks that come back flagged with criminal history, the 
employing executive may determine the nature of the activity and if it prohibits them 
from employing the candidate for the work they have applied. The employing executive 
is also encouraged to reach out to the diocesan Canon to the Ordinary for consultation. 
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If you are using Professional Criminal Background Screening through the Diocesan 
contracted organization, Praesidium Inc. 

1. Submit the Diocesan Criminal Background Check Request form to the Cn. to the 
Ordinary. Form may be found at the end of Appendix M. 

2. Submit payment for the Criminal Background Checks to the Episcopal Diocese of 
Spokane. 

3. The Cn. To the Ordinary or Bishop’s Designee will run the Criminal Background check 
through Praesidium Inc. Once initiated, an email will be sent to the potential employee to 
fill in personal data used for the background check as well as for a signed release through 
Praesidium inc. 

4. Upon receipt of the information from the potential employee, Praesidium runs the 
background check and within hours to a few days will confirm with the Canon to the 
Ordinary or Bishop’s designee that the check has been completed and if there are any red 
flags. 

5. Copy of the background check is held securely through Praesidium Inc’s system, and a 
copy of the confirmation email from the diocese to the employing institution should be 
kept in the personnel file of the potential employee, indefinitely. 
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Where to request Public Records Checks? 
 

State & National 
Agencies 

Type of check Website Cost Notes 

Idaho 
State Patrol 

Criminal 
Background 
Check 

https://isp.idaho.gov/bci/fingerprinting/  
 
Form: https://isp.idaho.gov/wp-
content/uploads/BCI/Fingerprinting/Name-
Based-Background-Check-Form.pdf 

$20 There is no 
online search 
option, mail-in 
only. 

Idaho 
Transportation 
Department 

DMV records 
check 

 $7 There is no 
online search 
option, mail-in 
only. 

Washington State 
Patrol (WATCH) 
Criminal 
Background Checks 

 

Criminal 
Background 
Check 

https://watch.wsp.wa.gov/ $11 Online name 
searches are free 
to registered 
non-profit 
accounts. 

Washington State 
Department of 
Motor Vehicles 

DMV records 
check 

https://dol.wa.gov/driver-licenses-and-
permits/driving-records 

$15  

United States 
Department of 
Justice National 
Sex Offender 
Search 

Criminal 
Background 
Check 

www.nsopw.gov Free  

 

Professional 
Background Check 
Agency 

Type Who to 
contact 

Cost Notes 

Praesidium Inc 
Criminal Background 
Checks 
 

Criminal Background 
Check 
 
*High Access (paid and 
volunteer staff working 
with vulnerable 
populations) 

Contact the 
Cn. To the 
Ordinary 

$22 Includes a more 
comprehensive 
criminal background 
check than the state 
checks, see below 
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Praesidium Inc 
Criminal Background 
Checks 
 

Criminal Background 
Check 
 
Low Access (paid staff 
and volunteers NOT 
working with vulnerable 
populations) 

Contact the 
Cn. To the 
Ordinary 

$22 Includes everything 
but Address search for 
past 7 years 

Praesidium Inc Motor Vehicle Search  $4.50  
Praesidium Inc Social Media  $12.50 (7 years) 

 

*Criminal Background Package through Praesidium includes: 
This is the package the diocese uses for all staff and volunteer who work with children, youth and 
or vulnerable adults. It is more comprehensive than a state police criminal background check and 
includes the following checks: 
 
Confidence Multi-State Criminal & Sex Offender Database w/Alias.  A Multi-State Criminal, Sex 
Offender, and Exclusion Database is a proprietary tool that contains millions of court, incarceration, sex 
offender, abuse registry, terrorist watch list, and fraud database records compiled from across the country 
that will be searched for your applicant’s name. A SSN Trace is included in this service, and all aliases 
discovered using this tool will also be processed through the database. Any possible match to the 
applicant is confirmed with the source of the record, i.e., court; state sex offender registry; exclusion list; 
before it is included in the consumer report. Additional search fees to confirm a match may apply. Search 
scope: 7 years from the date the case was filed.  
 
County Criminal Records Search.  A County Criminal Record Search is a search of criminal records 
housed at the central courthouse in a given jurisdiction. The majority of criminal cases in the U.S. are 
tried in county courts, and records found here will include both felonies and misdemeanors Criminal 
records included in reports are confirmed by name searched and additional identifying information. 
Search scope: 7 years from the date the case was filed. 
Address to Criminal History (7 years) 
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Request for Professional Background Check through Praesidium by the 
Episcopal Diocese of Spokane 
Please submit this form to the Canon to the Ordinary of the Episcopal Diocese of Spokane, with payment and a 
signed authorization of release form. Once payment and form are received, a background check will be issued, 
sending an email order to the applicant to provide details such as social security number, address, date of birth etc… 
Upon receipt of the applicant’s information, Praesidium Inc. will run the public records check and notify the 
diocesan office of its completion and any flags that may have come up. The diocesan office will notify the person 
who requested the order if it has completed, and will notify the Senior Warden or the Cleric of the congregation if 
there are any flags. *We do not run criminal background checks on minors 
 
Name of congregation:         
Name of person requesting:        
Email of person requesting:        
Applicant’s full name:          

(First, Middle, Last) 

Applicant’s email:            
Applicant’s Date of Birth:     
Please indicate what records checks you would like to order: 
 High Access package ($22) – this package is for all paid staff and volunteers working 

with children, youth and vulnerable adults 
 Low Access package ($22) - this package is for all volunteers and paid staff NOT 

working with children, youth and vulnerable adults 
 Motor Vehicle Search ($4.50) - is for all volunteers or staff transporting children, youth 

and/or vulnerable adults for church ministries 
Please acknowledge by checking the boxes below: 
 Enclosed is a copy of a signed release from the applicant authorizing their consent to run 

a public records check 
 Enclosed is a check payment made out to the Episcopal Diocese of Spokane with the total 

amount of records checks you would like to run 
Signature of Employing Executive (Warden or Priest) 

         Date:     
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Sample Release 
 

DISCLOSURE REGARDING 
BACKGROUND INVESTIGATION ON YOU 

 

_____________________________ (“the Company”) may obtain “consumer 
reports” about you from a consumer reporting agency for employment purposes. A 
“consumer report” is a background screening report that may contain information 
regarding your criminal history, sex offender registry status, credit history, 
employment history, education history, social media activity, driving history, 
professional licenses, and other information about you. It may bear upon your 
character, general reputation, personal characteristics, and/or mode of living. 
 

ADDITIONAL NOTICE REGARDING 
INVESTIGATIVE CONSUMER REPORTS ON YOU  

 
________________________________ (“the Company”) may also request an 
“investigative consumer report” on you from a consumer reporting agency. 
 
An “investigative consumer report” is a background screening report generated 
through personal interviews with sources such as your neighbors, friends, or 
associates.  

The consumer reporting agency that may prepare an “investigative consumer report” 
on you for the Company is Praesidium, Inc., 2225 E. Randol Mill Rd. #630, 
Arlington, Texas, 76011, 800-743-6354. The information contained in an 
“investigative consumer report” may bear upon your character, general reputation, 
personal characteristics, and/or mode of living.  

 
Please be advised that the nature and scope of the most common form of 
“investigative consumer report” that may be ordered by the Company is an 
investigation into your employment history. During such an investigation, 
Praesidium may ask questions about your employment history to certain 
knowledgeable individuals and provide response information to the Company.  
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Note: You have the right to request additional information regarding the 
nature and scope of any “investigative consumer report” ordered by the 
Company on you. You may do so by contacting the Company.  
 

ADDITIONAL STATE LAW NOTICES 
 
If you live in, work in, or are seeking work for ___________________________ (“the Company”) in 
Washington State, Massachusetts, New Jersey, New York, Minnesota, Oklahoma, or California, 
please note the following information which we are required by state law to provide to you: 
 

State of Washington applicants/employees only: If the Company requests an investigative consumer 
report (as defined by state law) from a consumer reporting agency, you have the right to receive a 
complete and accurate disclosure of the nature and scope of the investigation requested by the 
Company. You also have the right to request a written summary of your rights and remedies under 
the Washington Fair Credit Reporting Act. 

Massachusetts applicants/employees only: If the Company requests an investigative consumer report 
(as defined by state law) from a consumer reporting agency, you have the right to have a copy of the 
report upon request. 

New Jersey applicants/employees only: If the Company requests an investigative consumer report 
(as defined by state law) from a consumer reporting agency, you have the right to have a copy of the 
report upon request. 

New York applicants/employees only: You have the right, upon written request, to be informed of 
whether or not an investigative consumer report (as defined by state law) was requested from a 
consumer reporting agency. If a report was requested, you will be provided with the name and 
address of the consumer reporting agency to whom the request was made. You may also inspect and 
receive a copy of the report by contacting Praesidium, Inc., 2225 E. Randol Mill Rd. #630, Arlington, 
Texas, 76011, 800-743-6354. You are also now receiving a copy of Article 23-A of the NY 
Correction Law. 
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Minnesota applicants/employees only: You have the right, upon written request, to receive a 
complete and accurate disclosure of the nature and scope of any consumer report ordered about you. 
A consumer reporting agency must make this disclosure within five (5) days of receipt of your 
request or of the Company’s request for the report, whichever is later. The consumer reporting 
agency that is preparing a consumer report about you for the Company is Praesidium, Inc., 2225 E. 
Randol Mill Rd. #630, Arlington, Texas, 76011, 800-743-6354. Please check this box if you would 
like to receive a free copy of any consumer report obtained by the Company about you.  

Oklahoma applicants/employees only: Please check this box if you would like to receive a free copy 
of any consumer report obtained by the Company about you.  

California applicants/employees only: You are separately receiving a copy of the Notice Regarding 
Background Investigation Pursuant To California Law.  

 
 

Para información en español, visite www.consumerfinance.gov/learnmore o escribe a la Consumer 
Financial Protection Bureau, 1700 G Street NW, Washington, DC 20552. 

A Summary of Your Rights Under the Fair Credit Reporting Act 

 The federal Fair Credit Reporting Act (FCRA) promotes the accuracy, fairness, and privacy of 
information in the files of consumer reporting agencies.  There are many types of consumer reporting 
agencies, including credit bureaus and specialty agencies (such as agencies that sell information about 
check writing histories, medical records, and rental history records).  Here is a summary of your major 
rights under FCRA.  For more information, including information about additional rights, go to 
www.consumerfinance.gov/learnmore or write to: Consumer Financial Protection Bureau, 1700 G 
Street NW, Washington, DC 20552. 

 You must be told if information in your file has been used against you.  Anyone who uses a 
credit report or another type of consumer report to deny your application for credit, insurance, or 
employment – or to take another adverse action against you – must tell you, and must give you 
the name, address, and phone number of the agency that provided the information. 

 You have the right to know what is in your file.  You may request and obtain all the 
information about you in the files of a consumer reporting agency (your “file disclosure”).  You 
will be required to provide proper identification, which may include your Social Security number.  
In many cases, the disclosure will be free.  You are entitled to a free file disclosure if: 

 
o a person has taken adverse action against you because of information in your credit 

report; 
o you are the victim of identity theft and place a fraud alert in your file; 
o your file contains inaccurate information as a result of fraud; 
o you are on public assistance; 
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o you are unemployed but expect to apply for employment within 60 days. 
 

In addition, all consumers are entitled to one free disclosure every 12 months upon request from 
each nationwide credit bureau and from nationwide specialty consumer reporting agencies.  See 
www.consumerfinance.gov/learnmore for additional information. 

 You have the right to ask for a credit score.  Credit scores are numerical summaries of your 
credit-worthiness based on information from credit bureaus.  You may request a credit score from 
consumer reporting agencies that create scores or distribute scores used in residential real 
property loans, but you will have to pay for it.  In some mortgage transactions, you will receive 
credit score information for free from the mortgage lender. 

 You have the right to dispute incomplete or inaccurate information.  If you identify 
information in your file that is incomplete or inaccurate, and report it to the consumer reporting 
agency, the agency must investigate unless your dispute is frivolous.  See 
www.consumerfinance.gov/learnmore for an explanation of dispute procedures. 

 Consumer reporting agencies must correct or delete inaccurate, incomplete, or unverifiable 
information.  Inaccurate, incomplete, or unverifiable information must be removed or corrected, 
usually within 30 days.  However, a consumer reporting agency may continue to report 
information it has verified as accurate. 

 Consumer reporting agencies may not report outdated negative information.  In most cases, 
a consumer reporting agency may not report negative information that is more than seven years 
old, or bankruptcies that are more than 10 years old. 

 Access to your file is limited.  A consumer reporting agency may provide information about you 
only to people with a valid need – usually to consider an application with a creditor, insurer, 
employer, landlord, or other business.  The FCRA specifies those with a valid need for access. 

 You must give your consent for reports to be provided to employers.  A consumer reporting 
agency may not give out information about you to your employer, or a potential employer, 
without your written consent given to the employer.  Written consent generally is not required in 
the trucking industry.  For more information, go to www.consumerfinance.gov/learnmore. 

 You may limit “prescreened” offers of credit and insurance you get based on information in 
your credit report.  Unsolicited “prescreened” offers for credit and insurance 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 out with the nationwide credit bureaus at 1-888-567-
8688. 

 The following FCRA right applies with respect to nationwide consumer reporting agencies: 
 
CONSUMERS HAVE THE RIGHT TO OBTAIN A SECURITY FREEZE 

 
You have a right to place a “security freeze” on your credit report, which will prohibit a 
consumer reporting agency from releasing information in your credit report without your 
express authorization.  The security freeze is designed to prevent credit, loans, and services 
from being approved in your name without your consent.  However, you should be aware that 
using a security freeze to take control over who gets access to the personal and financial 
information in your credit report may delay, interfere with, or prohibit the timely approval of any 
subsequent request or application you make regarding a new loan, credit, mortgage, or any other 
account involving the extension of credit. 

 
As an alternative to a security freeze, you have the right to place an initial or extended fraud alert 
on your credit file at no cost.  An initial fraud alert is a 1-year alert that is placed on a consumer’s 
credit file.  Upon seeing a fraud alert display on a consumer’s credit file, a business is required to 
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take steps to verify the consumer’s identity before extending new credit.  If you are a victim of 
identity theft, you are entitled to an extended fraud alert, which is a fraud alert lasting 7 years. 
A security freeze does not apply to a person or entity, or its affiliates, or collection agencies 
acting on behalf of the person or entity, with which you have an existing account that requests 
information in your credit report for the purposes of reviewing or collecting the account.  
Reviewing the account includes activities related to account maintenance, monitoring, credit line 
increases, and account upgrades and enhancements. 

 You may seek damages from violators.  If a consumer reporting agency, or, in some cases, a 
user of consumer reports or a furnisher of information to a consumer reporting agency violates 
the FCRA, you may be able to sue in state or federal court. 

 Identity theft victims and active duty military personnel have additional rights.  For more 
information, visit www.consumerfinance.gov/learnmore. 

States may enforce the FCRA, and many states have their 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.  For information about your federal 
rights, contact:   
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TYPE OF BUSINESS: CONTACT: 

1.a. Banks, savings associations, and credit unions with 
total assets of over $10 billion and their affiliates 
 
 
b. Such affiliates that are not banks, savings 
associations, or credit unions also should list, in addition 
to the CFPB: 

a. Consumer Financial Protection Bureau 
1700 G Street NW 
Washington, DC 20552 
 
b. Federal Trade Commission 
Consumer Response Center 
600 Pennsylvania Avenue NW 
Washington, DC 20580 
(877) 382-4357 

2. To the extent not included in item 1 above: 
a. National banks, federal savings associations, and 
federal branches and federal agencies of foreign banks 
 
 
b. State member banks, branches and agencies of 
foreign banks (other than federal branches, federal 
agencies, and Insured State Branches of Foreign Banks), 
commercial lending companies owned or controlled by 
foreign banks, and organizations operating under section 
25 or 25A of the Federal Reserve Act. 
 
c. Nonmember Insured Banks, Insured State Branches of 
Foreign Banks, and insured state savings associations 
 
d. Federal Credit Unions 

a. Office of the Comptroller of the Currency 
Customer Assistance Group 
P.O. Box 53570 
Houston, TX 77052 
 
b. Federal Reserve Consumer Help Center 
P.O. Box 1200 
Minneapolis, MN 55480 
 
c. Division of Depositor and Consumer Protection 
National Center for Consumer and Depositor Assistance 
Federal Deposit Insurance Corporation 
1100 Walnut Street, Box #11 
Kansas City, MO 64106 
 
d. National Credit Union Administration 
Office of Consumer Financial Protection 
1775 Duke Street 
Alexandria, VA 22314 

3. Air carriers Assistant General Counsel for Office of Aviation Protection 
Department of Transportation 
1200 New Jersey Avenue SE 
Washington, DC 20590 

4. Creditors Subject to the Surface Transportation Board Office of Public Assistance, Governmental Affairs, and Compliance 
Surface Transportation Board 
395 E Street SW 
Washington, DC 20423 

5. Creditors Subject to the Packers and Stockyards Act, 
1921 

Nearest Packers and Stockyards Division Regional Office 

6. Small Business Investment Companies Associate Administrator, Office of Capital Access 
United States Small Business Administration 
409 Third Street SW, Suite 8200 
Washington, DC 20416 

7. Brokers and Dealers Securities and Exchange Commission 
100 F Street NE 
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TYPE OF BUSINESS: CONTACT: 

Washington, DC 20549 

8. Institutions that are members of the Farm Credit 
System  

Farm Credit Administration 
1501 Farm Credit Drive 
McLean, VA 22102-5090 

9. Retailers, Finance Companies, and All Other 
Creditors Not Listed Above 

Federal Trade Commission 
Consumer Response Center 
600 Pennsylvania Avenue NW 
Washington, DC 20580 
(877) 382-4357 

 
 

AUTHORIZATION REGARDING BACKGROUND INVESTIGATION 
 

 
By signing below, I acknowledge receipt of the following separate documents (and certify that I 
have read and understood them): 
 

 DISCLOSURE REGARDING BACKGROUND INVESTIGATION ON YOU; 
 A SUMMARY OF YOUR RIGHTS UNDER THE FAIR CREDIT REPORTING ACT;  
 ADDITIONAL NOTICE REGARDING INVESTIGATIVE CONSUMER REPORTS ON 

YOU;  
 ADDITIONAL STATE LAW NOTICES. 
 

 
By signing below, I authorize ___________________________ (“the Company”) to obtain 
“consumer reports” and “investigative consumer reports” about me for employment purposes 
at any time during the hiring process and throughout my employment, if applicable.  
 
 

Signature:______________________________________   Date: _____________________ 

 

 

Name:___________________________________________________ 

 


