City of Saint Paul Pre-Employment Verification Policy

Introduction

The City of Saint Paul has established four pre-employment verification policies that will assist its
Department and Office Directors in making quality employment decisions: a credit verification policy,
criminal history verification policy, an education verification policy, and driver's license verification
policy. Each policy is stated individually below.

Process

Verifications shall be completed upon a conditional job offer. Police and Fire verifications shall be
completed prior to a job offer. Human Resources will conduct all verifications, with the exception of
those for police positions (police backgrounds are processed directly by the police department). The
Department’s Hiring Manager should obtain a signed verification release form (Disclosure Form) from
the selected applicant(s) and forward to Human Resources- Hiring Coordinator. Human Resources
will coordinate the verification process and notify the Hiring Manager when the applicant is cleared for
hire. Hiring Managers shall notify candidates when the background check processes are cleared.

Credit Verification
Purpose for Credit Verifications
The City of Saint Paul may conduct pre-employment credit verifications on applicants to obtain
information relating to the individual's credit worthiness, credit capacity, credit standing, and personal
financial characteristics. The City believes that the information will assist in making quality employment
decisions.

Credit Verification Policy and Procedures

It is the policy of the City of Saint Paul to conduct credit verifications for only those applicants who are
applying for jobs where the information is relevant to the essential functions of the position sought. If
the City finds that additional information that could be provided by credit verifications is necessary, it
may obtain a consumer report on the individual.

Criminal History Verification

Purpose for Criminal History Verifications
The City of Saint Paul may conduct criminal history verifications on its applicants for many reasons,
including the following:

eincrease employee quality

e verify application information

e eliminate applicants who are statutorily prohibited from performing a particular job, such as

police officer

elimit legal risk and exposure

ereduce theft or embezzlement

edecrease risk of workplace violence

Criminal History Verification Policy and Procedures

It is the policy of the City of Saint Paul to conduct criminal history verifications on selected applicants
including those applying for positions that deal with children, expensive equipment, money, and
sensitive information or operations. We also conduct criminal history verifications on applicants for
police and fire positions.



The City is required by state law to conduct background verifications on applicants applying for
positions as a licensed peace officer or for a position leading to employment as a licensed peace
officer. Peace officers must meet the following standards to be eligible for hire:

1. Standards established by the Minnesota Board of Peace Officer Standards and Training
(POST Board).

2. Established security standards for access to state and national computerized record and
communication systems.

The City will abide by the requirements of Minnesota Statute 364.021. The statute states that "a public
employer may not inquire into or consider the criminal record or criminal history of an applicant for
public employment until the applicant has been selected for an interview by the employer." Accordingly,
the City will not include a criminal history question on its job application and will not ask for information
until the candidate is a finalist for a position which requires a criminal history verification.

The City will abide by the requirements of Minnesota Statute 364.03. The statute states that "no person
shall be disqualified from public employment, nor shall a person be disqualified from pursuing,
practicing or engaging in any occupation for which a license is required solely or in part because of a
prior conviction of a crime or crimes, unless the crime or crimes for which convicted directly relate to
the position of employment sought or the occupation for which the license is sought."

In reviewing convictions, the City will not consider convictions which have been annulled or expunged,
juvenile convictions, or misdemeanor convictions tor which no jail sentence can be imposed.

When a conviction appears to directly relate to the position sought, the Office of Human Resources
will consult with a representative of the City Attorney's Office and or appropriate Department Director.
The following factors will be considered: the nature and seriousness of the crime(s) for which the
individual was convicted, the relationship of the crime(s) to the position sought, and the relationship of
the crime(s) to the ability, capacity, and fitness required to perform the duties and responsibilities of
the position sought. If the City finds that the candidate's conviction(s) directly and adversely relate to
the position sought and disqualifies the individual from pursuing the position, the City will notify the
individual of the following: the reasons for disqualification and that evidence of rehabilitation will be
considered and must be submitted by a set date. (See MN Statute 364.03 for Evidence of
Rehabilitation.)

Education Verification

Purpose for Education Verification
The City of Saint Paul may conduct an education verification on applicants to verify information given
in the application process.

Education Verification Policy and Procedures

It is the policy of the City of Saint Paul to conduct education verifications for only those applicants who
are applying for jobs where the information is relevant to the essential functions of the position sought;
and relevant to the required education of the City’s position.

Driver's License Verification

Purpose for Driver's License Verification

The City of Saint Paul must ensure that it hires employees that are legally able to conduct City
business through the operation of a personal or City vehicle if the position that the individual is
applying warrants it.



Driver's License Verification Policy and Procedures

It is the policy of the City of Saint Paul to conduct driver's license verifications on selected applicants of
all positions that require a driver's license for the position. The City must obtain written consent from
the job candidate prior to conducting the driver's license check. The City may disqualify an applicant if
the driver's license check reveals that the selected applicant lacks a valid driver's license.

If the position requires a driver's license, the applying individual must possess a valid Minnesota Class
D driver's license or equivalent out-of-state driver's license at the date of appointment. The date of
appointment refers to the date the individual would begin to work for the City. A Class D driver's
license would be a requirement if the individual holding that particular job classification would be
required to use his or her personal vehicle or a City vehicle in order to perform the responsibilities of
the job.

If a position requires one to drive a City vehicle that weighs 26,001 or more pounds, the individual
must possess a valid Class A or B Commercial Driver's License. If the position requires a Commercial
Driver's License, the applying individual must have a valid Class A or B Commercial Driver's License
with no suspensions or revocations at the date of the appointment. Endorsements or conditions
required for the CDL Driver’s License will be stated in the official job specification such as “no
restriction for air brakes.”

Beginning January 6, 2020, the U.S. Department of Transportation Federal Motor Carrier Safety
Administration (FMCSA Drug & Alcohol Clearinghouse) has implemented a secure, online database
that tracks drug and alcohol program violations on Commercial Driver’s License (CDL) holders. The
City of Saint Paul is required to run a full query on each new hire being added to the City’s CDL Drug
Pool. The City of Saint Paul’'s Human Resources administrator enters candidate’s provided information
into FMCSA Drug & Alcohol Clearinghouse; followed by an email to the candidate requesting the
candidate accesses the provided database for registration and to consent to the query. This triggers
confirmation/results to Human Resources.

Verification of Job Application Data

Applicant's job application data may be verified by the Hiring Manager. Applicants are informed as
follows prior to submitting a job application:

CERTIFICATION AND AUTHORIZATION:

| certify that | am who | have represented myself to be in the application. | understand that giving false
information, including voluntary information, or omitting required information could result in rejection of my
application or dismissal if | am hired. | authorize the city of Saint Paul to verify all the information provided
herein. | authorize the City of Saint Paul to make inquiries of all my past and current employers (unless
otherwise indicated). educational institutions and references. | authorize these individuals and entities to
respond to verbal and written inquiries from the City of Saint Paul regarding my past employment. verification of
my educational background, my performance, and my personal character. | hereby release the City of Saint
Paul and all such persons an entity providing information from any liability and damages incurred as a result of
furnishing this information. If hired, the City of Saint Paul requires at the time of employment verification of
identity and employment eligibility.

Legal Compliance for All Background Verifications

The City of Saint Paul must comply with the Farr Credit Reporting Act (FCRA) and the Minnesota
Access to Consumer Reports Act (MACRA) when conducting background checks through a consumer
reporting agency such as a credit bureau, detective agency, or Human Resource consulting company.
When using a third-party vendor, the credit, criminal and driver's license verifications are subject to the
FCRA.



The City must comply with the following procedures before obtaining a consumer report or an
investigative consumer report:

1. Notify the applicant or employee that it plans to obtain a consumer report and that it will
be used solely for employment purposes. Notification must be given to the applicant or
employee on a separate form, which cannot be included in the job application.

Obtain written consent from the applicant before acquiring a consumer report on the
individual.

Inform the applicant of his or her right to request additional information regarding the
nature of the report.

The notification form must include a box that the employee or applicant can check if he
or she chooses to receive a copy of the report.

The City must confirm to the consumer reporting agency that the employer is in
compliance with the FCRA and will not misuse the information received.
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In the event that the City decides not to hire an applicant or takes adverse action against a current
employee based on the information obtained through a consumer report, the City must inform the
individual of its intentions to take adverse action by completing the following:

1. Provide the individual with a Statement of Consumer Rights from the FTC
before taking adverse action.

2. Give the employee or applicant a copy of the consumer or investigative report.

3. Advise the employee or applicant of his or her rights under the FCRA to dispute
incomplete or false information. Applicants should be given 3 to 5 days to
contest the information.

Medical Examinations
Medical exams are only conducted for those positions for which they are justified and only after a

conditional offer of employment is given. Except for police and fire positions, Human Resources will
coordinate post-offer, pre-employment medical exams.

If you have any further questions regarding this policy, please contact the Hiring Coordinator in Human
Resources at 651-266-6500.
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