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HFHWRA Policy Document

Background Screening Policy for Staff and Key Volunteers
Approved by Board Action on 7/11/2019; revised on 9/12/2024

Scope
This documents covers the Affiliate Policy with regards to criminal background checks on employees, board members, applicants, and key volunteers.

1. Purpose
Habitat for Humanity of Wisconsin River Area (“HFHWRA”) upholds the highest standards of respect for the human rights of all people and supports a safe, ethical environment.  The purpose of this policy is to support its commitment by (1) identifying individuals whose employment or engagement as a volunteer on behalf of HFHWRA would create an unacceptable risk to the personal safety of staff, volunteers, affiliates, beneficiaries and/or other third parties; and (2) ensuring compliance with the requirements of the Fair Credit Reporting Act (“FCRA”). 

HFHWRA will only use background screenings in accordance with applicable law.  HFHWRA will not use such information to discriminate against any individuals on the basis of their race, national origin, color, sex, religion, disability, genetic information (including family medical history), age, or any other protected characteristic under federal, state, or local law.  

2. [bookmark: _Hlk8638613] Policy
In determining eligibility for employment, selection as a homebuyer or engagement as a volunteer, HFHWRA will consider the following factors:
· Nature, duties, and responsibilities of the position.
· Nature of the conviction and whether children were involved.
· Time elapsed since the offense.
· Extent to which the offense may affect the person’s fitness or ability to perform the duties or responsibilities of the position.
· Number of convictions.
· Any information produced by the person or produced on the person’s behalf demonstrating rehabilitation and good conduct.
· Whether hiring, transferring, promoting, or partnering with the applicant and/or candidate would pose risk to the organization or its constituents.
· Appearance on a sex offender registry.


[bookmark: _Hlk8643802]Refusal to submit to a background screening will result in the denial of an applicant. Withholding or falsifying information pertaining to a criminal offense is also grounds for denial or termination. 

Individuals Subject to Criminal and Sex Offender Registry Background Screening
[bookmark: _Hlk8638693]All HFHWRA applicants accepting a conditional offer of employment (including contract workers) from HFHWRA, and
All HFHWRA “Key Volunteers”, meaning any volunteer who, through HFHWRA programming has consistent and direct contact with vulnerable populations; or has access to confidential, proprietary or financial information; or is performing a role that may pose a risk to the safety, liability or reputation of the organization.

[bookmark: _Hlk8639199]Individuals Subject to Employment History Confirmation and Reference Check Screening 
All HFHWRA applicants accepting a conditional offer of employment (including contract workers) from HFHWRA.

[bookmark: _Hlk8642706][bookmark: _Hlk8644513]Individuals Subject to Additional Credit Screening 
· When the position requires the individual to be a named signatory on an HFHWRA bank or credit card account; or
· When the position is granted access to an HFHWRA financial system; or
· Holder of an HFHWRA credit, purchase card or travel card; or
· [bookmark: _Hlk8639516]Prior to being designated as the custodian of an HFHWRA petty or operating cash fund.

[bookmark: _Hlk8643295]Individuals Subject to Driving Record Screening
When the individual’s driving ability is related to the employment or volunteer position, and consistent with HFHWRA’s business necessity. This includes, but is not limited to, all HFHWRA ReStore drivers (volunteers and staff); and all HFHWRA individuals (volunteers and staff) prior to such individual driving an HFHWRA-owned vehicle.

Frequency: Individuals subject to background screening are subject to additional screening by HFHWRA every three (3) calendar years at minimum during the active term of employment or engagement as a volunteer. 

Denial of Application, Termination, or Reassignment
Based on any of the criteria outlined in this policy, HFHWRA may, at its discretion, decide that a partner family will be denied homeownership, an employee will be terminated, a volunteer will be dismissed, or an applicant will not be hired.  In the employment or volunteer context, HFHWRA, at its discretion, may also reassign an individual to a role involving less exposure to risk. In doing so, HFHWRA may consider:
· Whether it would give the offender access to potential victims.
· The types of coworkers and subordinates in the workplace.
· Work hours.
· Degree of supervision.
· Amount of access to technology.

Confidentiality. Results of background screening shall be kept in strict confidence.  Only personnel designated by HFHWRA Executive Director and/or Board of Directors as “needing to know” the results shall have access to such results.  Results of background screenings shall not be shared with any other third parties.
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