E DI FV Adverse Action: What Is It, Why Does It
Matter, and What You Need to Know?

BACKGROUND SCREENING

The Rise of Employment Background Checks

Welcome to the world of employment background checks, a crucial step in the hiring process that ensures
the safety and integrity of the workplace. As we dive deeper, we'll explore the concept of adverse action—a
term that sounds daunting but plays a vital role in hiring decisions. Let's break it down into simpler terms and
understand what it means for both employers and candidates.

Imagine you're inviting someone into your home. You'd want to know a bit about them, right? Employment
background checks are similar; they're like a peekinto the past of potential hires to ensure they're a good fit
for the company. From verifying educational qualifications to checking criminal records, these checks have
become an essential tool for companies aiming to make informed hiring decisions.

What is an Adverse Employment Action?

Adverse Action sounds like legal jargon, and it is to an extent, but it's quite straightforward. Ever been turned
down for a job, or know someone who has? That's an adverse action in action. It's when an employer decides
not to hire, promote, or retain someone based on what they found in the background check. It's not
necessarily about finding something sinister; sometimes, it's just about finding the right fit. For instance, it
wouldn’t be a good fit to hire someone convicted of robbing a bank to be a bank teller, right?!

What is an Adverse Action Letter?

So, you've applied for a job, and the background check uncovers something that makes the employer
hesitate. Before they make any final decision, they'll send you an adverse action letter. Think of it as a heads-
up, a courtesy note saying, "Hey, we found something that concerns us." This letter is a critical piece of the
process, ensuring everything is transparent and fair.

Employer Steps for Taking Adverse Action

There's a proper way to handle these situations, and it's about being fair and giving everyone a fair shot at
clearing up any misunderstandings. Taking adverse action in the context of employment, particularly
following a background check, involves a series of specific steps designed to ensure fairness and
compliance with the Fair Credit Reporting Act (FCRA). Here’s a step-by-step guide.

1. Pre-Adverse Action Notification: Before taking any final adverse action (like not hiring, not
promoting, or terminating an employee), the employer must provide the individual with a pre-adverse
action notice. This notice includes:

e Acopy of the background check report that influenced the decision.
e Asummary of the individual's rights under the FCRA.

2. Waiting Period: After sending the pre-adverse action notice, the employer must wait a reasonable
amount of time, typically at least five business days. This waiting period allows the individual to
review the report, dispute any inaccuracies, and provide additional information or clarification.

3. Review of Dispute (if applicable): If the individual disputes the accuracy of the background check
report, the employer should review any additional information or corrections provided by the
individual or wait for the background screening company to complete a reinvestigation.

4. Final Adverse Action Notice: If the employer decides to proceed with the adverse action after the
waiting period and any disputes have been resolved, they must send a final adverse action notice to
the individual. This notice should include:



e Thefinal decision of adverse action.

e The name, address, and phone number of the consumer reporting agency that provided the
background check report.

e Astatement that the consumer reporting agency did not make the decision to take the
adverse action and cannot provide specific reasons for it.

e Notification of the individual's right to dispute the accuracy or completeness of any
information in the report.

e Information on the individual's right to obtain an additional free report from the reporting
agency within 60 days.

e Record Retention: Employers should retain documentation of the adverse action process to
comply with FCRA requirements and provide proof of compliance in case of any disputes or
legal challenges.

Following these steps ensures that the adverse action process is fair, transparent, and compliant with
federal regulations, protecting both the rights of the individual and the interests of the employer.

What Do You Do If You Get a Pre-Adverse Action Letter?

Getting one of these letters might feel like a gut punch, but it's not the end of the road. It's your cue to review
the findings, point out any mistakes, and provide any additional info that might help your case. It's about
standing up for yourself and ensuring your side of the story is heard.

This process isn't just a series of steps for employers to follow; it's about protecting candidates' rights too.
You have the right to know what is found, dispute inaccuracies, and be treated fairly throughout. Knowing
your rights is like having a map in unfamiliar territory—it helps you navigate the journey more confidently.

The Positive Side of What Seems Like A Negative

Adverse action might sound negative, but there is a silver lining. It ensures that hiring decisions are made
openly and fairly, with a chance for candidates to correct mistakes. For employers, it's about building a
trustworthy and safe workplace. And for candidates, it's an opportunity to ensure their records are accurate
and reflect their true selves.

Summary

While the term "adverse action" might seem daunting, it's a crucial part of the hiring process, ensuring
fairness and transparency. Whether you're an employer making tough hiring decisions or a candidate facing
a pre-adverse action letter, understanding this process helps everyone involved make informed choices.



INFORMATION ONLY: REMOVED THIS PAGE FROM APPLICANT DOCUMENTS

This document contains a sample Pre-Adverse Action Notice and a copy of the
required Summary of Rights under the FCRA.

Guidelines for Pre & Post Adverse Action Notices:

1.

Client certifies that before taking adverse action in whole or in part based on the
Consumer Report (Background Check), it will provide the consumer with: (1) A copy of the
Consumer Report; and (2) A copy of the consumer rights, in the format approved by the
Consumer Financial Protection Bureau.

. In the event the Client declines or takes adverse action regarding the subject individual

based in whole, or in part, on the Consumer Report (Background Check), client shall
notify the subject of the report that Edify Background Screening did not make the decision
to take adverse action and that Edify Background Screening is unable to provide the
specific reason why the adverse action was taken.

. Client acknowledges that when information contained in a background screening report, in

whole or in part, is part of a decision that is adverse to an applicant, the FCRA requires
that Client notify the applicant of the name and address of the reporting agency that
provided the report. If the individual who is the subject of the report disputes such
information, Client will refer that individual to Edify Background Screening immediately.

. Edify Background Screening advises Client that they have specific legal requirements and

responsibilities regarding taking adverse action against a consumer based on a consumer
report and that client should consult with their legal counsel regarding specific, legal
responsibilities.

DISCLAIMER:

Please note, while this template is compliant with the federal Fair Credit Reporting Act,
EDIFY cannot guarantee it meets the requirements of every state and local law. Newly
enacted ban the box laws may require additional information be provided in your pre-adverse
action notices. This document is for informational purposes only and does not constitute legal
advice. Please consult your attorney in order to ensure your pre-adverse action notices
comply with the requirements of your and your candidates’ jurisdictions. Edify Administration
Professionals, Inc. expressly disclaims any warranties or responsibility or damages
associated with or arising out of information provided.

INFORMATION ONLY: REMOVED THIS PAGE FROM APPLICANT DOCUMENTS




[YOUR LOGO HERE]

<Date>
Personal and Confidential

<Applicant Name >
<Address>
<City>, <State> <Zip Code>

Dear <Applicant>,

A decision is currently pending concerning your application at or through <Insert name of company>.
Enclosed for your information is a copy of the background screening report you authorized in regard
to your application, together with a “Summary of Your Rights under the Fair Credit Reporting Act”.

If there is any information that is inaccurate or incomplete, you should contact the consumer
reporting agency listed below within five [5] business days from the date of this letter so an eligibility
decision may be completed.

THE CONSUMER REPORTING AGENCY THAT PROVIDED YOUR REPORT IS:

Edify Administration Professionals, Inc. (d.b.a. Edify Background Screening)
PO Box 35141 Greensboro, NC 27425 | Phone: 888-503-3439 | FAX: 336-450-4022

Sincerely,

<Company Representative Name>
<Title>

Enclosures:
e Copy of your background screening report.
e A Summary of Your Rights Under the FCRA

V-04-23.2



A SUMMARY OF YOUR RIGHTS UNDER THE FAIR
CREDIT REPORTING ACT

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

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:

A person has taken adverse action against you because of information in your credit report;
You are the victim of identity theft and place a fraud alert in your file;

Your file contains inaccurate information as a result of fraud;

You are on public assistance;

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
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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 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.

e 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.

e 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.

¢. 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
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




Please note the following information is for educational purposes only and does not constitute legal advice. The Summary of Rights and State Law Disclosures
must be provided apart from the disclosure paragraph. Please consult with counsel prior to using this form as part of your screening process.

STATE LAW DISCLOSURES

If you reside in, or are seeking work in any of the following states, please review these additional notices:

California: This is the Summary of Your Rights under California Civil Code 1786.22. You have the right to view your file
that an Investigative Consumer Reporting Agency holds. By providing proper identification and duplication cost, you may
obtain a copy of this information in person at the Consumer Reporting Agency’s regular business hours and after providing
reasonable notice for your request. Additionally, you can make the same request via mail or over request a summary of the
file over the phone. The Consumer Reporting Agency can assist you in understanding your file, including coded
information. You are allowed to have one additional person accompany you so long as they provide proper identification.
“Proper Identification” includes documents such as a valid driver’s license, social security account number, military
identification card, and credit cards. If an ICRA is unable to reasonably identify you on the basis of these documents, they
may require additional information concerning your employment and personal or family history in order to verify your
identity.

Maine: You have the right to ask and know whether a company ordered a background check on you. You can request the
name, address, and telephone number of the nearest Consumer Reporting Agency office. Your request will be processed
and sent to you within 5 business days.

Minnesota: You have the right in most circumstances to submit a written request to the consumer reporting agency for a
complete and accurate disclosure of the nature and scope of any consumer report the Company ordered about you. The
consumer reporting agency must provide you with this disclosure within 5 days a er (i) its receipt of your request or (ii)
the date the report was requested by the Company, whichever date is later.

Massachusetts: You have the right to obtain a copy of any of your consumer reports that your company has ordered on you
by contacting the Consumer Reporting Agency for a free copy.

New Jersey: You have the right to submit a request to the consumer reporting agency for a copy of any investigative
consumer report the Company requested about you. A full Summary of your Rights under New Jersey law is below.

New York: By submitting a written request, you can learn whether a company has run a background check on you. You are
allowed to inspect and order a copy of the report by directly contacting the Consumer Reporting Agency. If you have been
convicted of one or more criminal offenses, you can request the company to provide a written statement declaring the
reasons for the refusal of hire. This statement must be provided to you within 30 days of your request. New York
Corrections Law Article 23-Ais also provided below.

North Carolina: North Carolina Consumers Have the Right to Obtain a Security Freeze. A full Summary of your Rights
under North Carolina law is below.

Washington State: A er submitting a written request and waiting a reasonable amount of time a er receiving the
disclosure, you have the right to receive a complete and accurate disclosure of the nature and scope of any “investigative”
consumer reports requested by an agency. The Washington Fair Credit Reporting Act requires Consumer Reporting
Agencies to provide you with a summary of your rights and remedies upon request. Any information requested by a
company that deals with credit worthiness, credit standing, or capacity is justified in order for employers to evaluate
whether you present a risk for the or dishonest behavior for the job you are being considered for. A full Summary of your
Rights under Washington law is below.



NOTICE - BACKGROUND INVESTIGATION

MASSACHUSETTS RESIDENTS

You have a right to obtain a copy of your credit file from a consumer credit reporting agency. You may be charged a
reasonable fee not exceeding eight dollars. There is no fee, however, if you have been turned down for credit, employment,
insurance, or rental dwelling because of information in your credit report within the preceding sixty days. The consumer
credit reporting agency must provide someone to help you interpret the information in your credit file. Each calendar year
you are entitled to receive, upon request, one free consumer credit report.

You have aright to dispute inaccurate information by contacting the consumer reporting agency directly, either in writing
or by telephone. The consumer reporting agency shall provide, upon request and without unreasonable delay, a live
representative of the consumer reporting agency to assist in dispute resolution whenever possible and practicable, or to
the extent consistent with federal law. However, neither you nor any credit repair company or credit service organization
has the right to have accurate, current, and verifiable information removed from your credit report. In most cases, under
state and federal law, the consumer credit reporting agency must remove accurate, negative information from your report
only if itis over seven years old, and must remove bankruptcy information only if it is over ten years old.

If you have notified a consumer credit reporting agency in writing that you dispute the accuracy of information in your file,
the consumer credit reporting agency must then, within thirty business days, reinvestigate and modify or remove
inaccurate information. The consumer credit reporting agency may not charge a fee for this service. Any pertinent
information and copies of all documents you have concerning a dispute should be given to the consumer credit reporting
agency.

If reinvestigation does not resolve the dispute to your satisfaction, you may send a statement to the consumer credit
reporting agency to keep in your file, explaining why you think the record is inaccurate. The consumer credit reporting
agency must include your statement about the disputed information in a report it issues about you.

You have aright to receive a record of all inquiries relating to a credit transaction initiated in the six months preceding your
request, or two years in the case of a credit report used for employment purposes. This record shall include the recipients
of any consumer credit report.

You have the right to opt out of any prescreening lists compiled by or with the assistance of a consumer credit reporting
agency by calling the agency’s toll-free telephone number or contacting the agency in writing. You may be entitled to
collect compensation, in certain circumstances, if you are damaged by a person’s negligent or intentional failure to comply
with the credit reporting act.

You have a right to request a “security freeze” on your consumer report. The security freeze will prohibit a consumer
reporting agency from releasing any information in your consumer report without your express authorization. A security
freeze shall be requested by sending a request either by certified mail, overnight mail or regular stamped mail to a
consumer reporting agency, or as authorized by regulation. The security freeze is designed to prevent credit, loans or
services from being approved in your name without your consent.

You should be aware that using a security freeze may delay, interfere with, or prevent the timely approval of any
subsequent request or application you make regarding new loans, credit, mortgage, insurance, government services or
payments, rental housing, employment, investment, license, cellular phone, utilities, digital signature, internet credit card
transactions, or other services, including an extension of credit at point of sale.



When you place a security freeze on your consumer report, within 5 business days of receiving your request for a security
freeze, the consumer reporting agency shall provide you with a personal identification number or password to use if you
choose to remove the freeze on your consumer report or to authorize the release of your consumer report to a specific
party or for a specified period of time a er the freeze is in place. To provide that authorization, you must contact the
consumer reporting agency and provide the Following:

1. The personal identification number or password provided by the consumer reporting agency;

Proper identification to verify your identity; and

3. The third party or parties who are to receive the consumer report or the specified period of time for which
the report shall be available to authorized users of the consumer report.

N

A consumer reporting agency that receives a request from a consumer to li a freeze on a consumer report shall comply with
the request not later than 3 business days a er receiving the request.

A security freeze shall not apply to a person or entity, or to its affiliates, or collection agencies acting on behalf of the
person or entity, with which you have an existing account, that requests information relative to your consumer report for
the purposes of reviewing or collecting the account, if you have previously given consent to the use of your consumer
report. “Reviewing the account” includes activities related to account maintenance, monitoring, credit line increases, and
account upgrades and enhancements.



NOTICE - BACKGROUND INVESTIGATION

NEW JERSEY RESIDENTS

New Jersey Residents or Employees — this summary of the provisions of the New Jersey Fair Credit
Reporting Act
(“NJFCRA”) is being provided to you pursuant to state law (N.J.S.A. § 56:11-28 et seq.)

Before an employer can obtain a consumer report about you from a consumer reporting agency
they must provide you with a clear and conspicuous disclosure in writing that such may be
obtained for employment purposes. You must provide written consent to the procurement, for
employment purposes, of a consumer report.

When using a consumer report for employment purposes, before taking adverse action based in
whole or in part on the report, an employer must provide you with a copy of the consumer report
and a description in writing of your rights under the federal Fair Credit Reporting Act as well as
the NJFCRA.

You must be afforded a reasonable opportunity to dispute with the consumer reporting agency
any information on which the employer relied upon in your consumer report.

You can request from a consumer reporting agency all information in your file, upon proper identification.
This includes sources of information and identification of each person who procured a consumer report for
employment purposes during the two-year period preceding your request. These requests must be made
during normal business hours and on reasonable notice. It can be done in person or by telephone, if you
have made a written request and pay the toll charge. A consumer reporting agency must provide trained
personnel to explain to you any information in the consumer report.

You can dispute inaccurate information with the consumer reporting agency. If you dispute the
completeness or accuracy of any of the information in your file, the consumer reporting agency must
reinvestigate free of charge during a 30-day period. A consumer reporting agency must provide written
notice to you of the results of the reinvestigation not later than five business days after completion of the
reinvestigation.

If, during a reinvestigation, any information disputed by you is found to be inaccurate orincomplete or
cannot be verified, the consumer reporting agency must promptly delete that item of information from
your file or modify

that item of information, as appropriate, based on the results of the reinvestigation.

You can seek damages for noncompliance under the NJFCRA.



NOTICE - BACKGROUND INVESTIGATION

NEW YORK RESIDENTS

New York Residents or Employees — this summary of the provisions of the New York Fair Credit
Reporting Act (“NYFCRA”) is being provided to you pursuant to state law (NY Gen Bus L § 380 et seq.)

You have the right to submit a written request to a company to learn if it has procured a consumer
report on you. If a report has been procured, the company shall provide the name and address of the
consumer reporting agency that furnished such report. You are allowed to inspect and order a copy of
the report by directly contacting the Consumer Reporting Agency. You have the right to contact a
Consumer Reporting Agency by phone, email, or in person visit to request information which may be
contained in the agency's files which has been or may be used for the purpose of providing a consumer
report regarding you. The Consumer Reporting Agency shall provide a decoded written version of the file
or a written copy of the file with an explanation of any code used, if you so request. The disclosure shall
be provided in the manner selected by you. If you have been denied credit in the past thirty days, you
are entitled to receive a written copy of your complete file, at no charge whatsoever, should you choose
to request such a copy. If you have been convicted of one or more criminal offenses, you can request the
company to provide a written statement declaring the reasons for the refusal of hire if the report was
procured for employment purposes. This statement must be provided to you within 30 days of your
request. New York Corrections Law Article 23-A is also provided below.



NOTICE - BACKGROUND INVESTIGATION

NEW YORK RESIDENTS

New York Residents or Employees — this summary of the provisions of the New York Correction Law is
being provided to you pursuant to state law.

Article 23-A
Licensure and Employment of Persons Previously Convicted of One or More Criminal Offenses

§ 750. Definitions

For the purposes of this article, the following terms shall have the following meanings:

1.  “Public agency” means the state or any local subdivision thereof, or any state or local department,
agency, board or commission.

2. “Private employer” means any person, company, corporation, labor organization or association
which employs ten or more persons.

3.  “Direct relationship” means that the nature of criminal conduct for which the person was
convicted has a direct bearing on his fitness or ability to perform one or more of the duties or
responsibilities necessarily related to the
license, opportunity, or job in question.

4, “License” means any certificate, license, permit or grant of permission required by the laws of this
state, its political subdivisions or instrumentalities as a condition for the lawful practice of any
occupation, employment, trade,
vocation, business, or profession. Provided, however, that “license” shall not, for the purposes of
this article, include any license or permit to own, possess, carry, or fire any explosive, pistol,
handgun, rifle, shotgun, or other
firearm.

5. “Employment” means any occupation, vocation or employment, or any form of vocational or
educational training. Provided, however, that “employment” shall not, for the purposes of this
article, include membership in any law
enforcement agency.

§ 751. Applicability

The provisions of this article shall apply to any application by any person for a license or employment at
any public or private employer, who has previously been convicted of one or more criminal offenses in
this state or in any other jurisdiction, and to any license or employment held by any person whose
conviction of one or more criminal offenses in this state or in any other jurisdiction preceded such
employment or granting of a license, except where a mandatory forfeiture, disability or bar to
employment is imposed by law, and has not been removed by an executive pardon, certificate of relief
from disabilities or certificate of good conduct. Nothing in this article shall be construed to affect any
right an employer may have with respect to an intentional misrepresentation in connection with an
application for employment made by a prospective employee or previously made by a current employee.

§ 752. Unfair discrimination against persons previously convicted of one or more criminal offenses prohibited

No application for any license or employment, and no employment or license held by an individual, to
which the provisions of this article are applicable, shall be denied or acted upon adversely by reason of
the individual’s having been previously convicted of one or more criminal offenses, or by reason of a
finding of lack of “good moral character” when



such finding is based upon the fact that the individual has previously been convicted of one or more
criminal offenses, unless:

1.  thereis a direct relationship between one or more of the previous criminal offenses and the
specific license or employment sought or held by the individual; or

2. theissuance or continuation of the license or the granting or continuation of the employment
would involve an unreasonable risk to property or to the safety or welfare of specific
individuals or the general public.

§ 753. Factors to be considered concerning a previous criminal conviction; presumption

1. In making a determination pursuant to section seven hundred fi y-two of this chapter, the
public agency or private employer shall consider the following factors:

a. The public policy of this state, as expressed in this act, to encourage the licensure and
employment of persons previously convicted of one or more criminal offenses.

b. The specific duties and responsibilities necessarily related to the license or employment
sought or held by the person.

c. The bearing, if any, the criminal offense or offenses for which the person was previously
convicted will have on his fitness or ability to perform one or more such duties or
responsibilities.

d. The time which has elapsed since the occurrence of the criminal offense or offenses.
e. he age of the person at the time of occurrence of the criminal offense or offenses.
f. The seriousness of the offense or offenses.

g. Any information produced by the person, or produced on his behalf, in regard to his
rehabilitation and good conduct.

h. The legitimate interest of the public agency or private employer in protecting property,
and the safety and welfare of specific individuals or the general public.

2. In making a determination pursuant to section seven hundred fi y-two of this chapter, the
public agency or private employer shall also give consideration to a certificate of relief from
disabilities or a certificate of good conduct issued to the applicant, which certificate shall
create a presumption of rehabilitation in regard to the offense or
offenses specified therein.

§ 754. Written statement upon denial of license or employment

At the request of any person previously convicted of one or more criminal offenses who has been denied
a license or employment, a public agency or private employer shall provide, within thirty days of a
request, a written statement

setting forth the reasons for such denial.

§ 755. Enforcement

1. Inrelation to actions by public agencies, the provisions of this article shall be enforceable by a
proceeding brought pursuant to article seventy-eight of the civil practice law and rules.

2. Inrelation to actions by private employers, the provisions of this article shall be enforceable
by the division of human rights pursuant to the powers and procedures set forth in article
fifteen of the executive law, and, concurrently, by the New York city commission on human
rights.



NOTICE - BACKGROUND INVESTIGATION

NORTH CAROLINA RESIDENTS

North Carolina Consumers Have the Right to Obtain a Security Freeze

You have a right to place a "security freeze" on your credit report pursuant to North Carolina law. The
security freeze will prohibit a consumer reporting agency from releasing any information in your credit
report without your express authorization. A security freeze must be requested in writing by certified
mail.

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 gains 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

new loans, credit, mortgage, insurance, rental housing, employment, investment, license, cellular
phone, utilities, digital signature, Internet credit card transactions, or other services, including an
extension of credit at point of sale.

The freeze will be placed within five business days. When you place a security freeze on your credit
report, within 10 business days, you will be provided a personal identification number or a password to
use when you want to remove or lift temporarily the security freeze. A freeze does not apply when you
have an existing account relationship and a copy of your report is requested by your existing creditor or
its agents or affiliates for certain types of account review, collection, fraud control, or similar activities.

You should plan ahead and lift a freeze if you are actively seeking credit or services as a security freeze
may slow your applications, as mentioned above.

You can remove a freeze or authorize temporary access for a specific period of time by contacting the
consumer reporting agency and providing all of the following:

(1) Your personal identification number or password,
(2) Proper identification to verify your identity, and

(3) Proper information regarding the period of time you want your report available to users of
the credit report.

A consumer reporting agency that receives a request from you to temporarily lift a freeze on a credit
report shall comply with the request no later than three business days after receiving the request. A
consumer reporting agency may charge you up to ten dollars ($ 10.00) for each time you freeze, remove
the freeze, or temporarily lift the freeze for a period of time, except a consumer reporting agency may
not charge any amount to a victim of identity theft who has submitted a copy of a valid investigative or
incident report or complaint with a law enforcement agency about the unlawful use of the victim's
identifying information by another person.

You have a right to bring a civil action against someone who violates your rights under the credit
reporting laws. The action can be brought against a consumer reporting agency or a user of your credit
report.



NOTICE - BACKGROUND INVESTIGATION

WASHINGTON STATE RESIDENTS

Washington State Residents or Employees — this summary of the provisions of the Washington State
Fair Credit Reporting Act (WFCRA) is being provided to you pursuant to state law. The WFCRA is
designed to promote accuracy, fairness, consumer confidentiality and the proper use of credit data by
each consumer reporting agency (CRA) in accordance with the requirements of the WFCRA.

The WFCRA is modeled a er, and generally provides the same rights as the federal Fair Credit Reporting
Act (FCRA) (15 U.S.C. § 1681 et seq.) A summary of your rights under the FCRA is available at
http://files.consumerfinance.gov/f/201504 cfpb summary your-rights-under-fcra.pdf.

The complete text of the WFCRA RCW 19.182, can be obtained from the:
Washington Code Revisers Office
P.O. Box 40551
Olympia, WA 98504

Online at http://apps.leg.wa.gov/rcw/default.aspx?cite=19.182&full=true%20-%2019.182.070.

One significant distinction between the FCRA and the WFCRA is that in Washington, an employer may
not obtain a consumer report that indicates the consumer’s credit worthiness, credit standing, or credit
capacity, unless (1) the information is substantially job related and the employer’s reason(s) for using the
information are disclosed in writing, or (2) the information is required by law.

The following is a summary of your major rights under the WFCRA:

e You will be required to provide proper identification before reviewing your consumer file. Proper
identification may include your Social Security number. You may request to review your file at any
time. A CRA will make disclosures of your file available to you during normal business hours and on
reasonable notice. File disclosures may be done in person or by telephone, if you have made a
written request and pay the toll charge, as applicable, or by any other reasonable means. A CRA will
provide trained personnel to explain to you any information in your consumer report. Upon request,
and proper identification, you may be permitted to bring one additional person with you to review
your consumer file. If the CRA provides you with a credit score, the agency will also provide you with
an explanation for that credit score.

e You have a right to know what is in your file. Upon proper identification, you may request and obtain
all the information about you in the CRA’s files, although medical information may be withheld, and
instead will be disclosed to a health care provider of your choice. Your health care provider may
disclose your medical information to you directly. Your file disclosure will include all items of
information the CRA maintains about you, including sources of information (except sources acquired
solely for use in an investigative report). The file will also identify each person who procured your
consumer report for employment purposes during the two-year period preceding your request, or
any person who procured your report for any other purpose within the six-months prior to your
request. When applicable, a record of inquiries the CRA received identifying you in a credit
transaction that was not initiated by you in the six-months prior to your file disclosure request. Each
of these records will include the name of the person or trade name of the business that sought your
consumer file, and upon your request, their respective addresses.

e You are entitled to one free consumer report every 12 months, upon request. In many cases, your file
disclosure will be free. You may be charged a limited fee for a second or subsequent report
requested by you during a 12 month period. You will also not be charged for:


http://files.consumerfinance.gov/f/201504_cfpb_summary_your-rights-under-fcra.pdf
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o aconsumer report if a person has taken adverse action against you because of information in your
report;

o the reinvestigation of information you dispute; or

o corrected reports resulting from the deletion of inaccurate or unverifiable information.

You must be told if information in your file has been used against you. If a person takes an adverse action
against you that is based, in whole or in part, on information contained in a consumer report, that
person must tell you (usually, through a written notice), and must give you the name, address, and
telephone number of the CRA that provided the information.

You have a right to dispute incomplete or inaccurate information. If you identify information in your file
that is

incomplete or inaccurate, and you notify the CRA directly of the dispute, the CRA will reinvestigate
without charge and record the current status of the disputed information before the end of thirty
business days, unless your dispute is frivolous. Upon completion of the reinvestigation, within five
business days of the CRA’s decision, the agency will provide you notice in writing or through another
authorized means, of the results of the reinvestigation. If the CRA determines that your dispute is
frivolous the agency will inform you of that determination, along with its reasons, and your rights
under the WFCRA within five business days.

Consumer reporting agencies must correct or delete inaccurate, incomplete, or unverifiable information. Upon
completion of the reinvestigation, if the information you disputed is found to be inaccurate or
cannot be verified, the CRA must delete the information and notify you of the correction.
Information that has been found to be inaccurate will not be reinserted into your consumer file,
unless the furnisher of the information verifies the accuracy and completeness of that information.
In such circumstances, you will be notified, within thirty business days that the information is being
reinserted into your file. If the reinvestigation does not resolve your dispute, you may file with the
CRA a brief statement (that may be limited to 100 words) setting forth the nature of your dispute.
The statement will be placed in your consumer file and in any subsequent report containing the
information you disputed.

You have the right to request that users of your consumer report be notified of any disputed information they
previously received within the statutory time frame. After certain disputed information has been deleted
or you have filed a statement of dispute, you may request that the CRA provides notification of that
deleted item or item of dispute to any person you designate who has, within two years received your
consumer report for employment purposes, or who has within six months received your report for
any other purpose, if the furnished report contained the deleted or disputed information.

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

You have the right to advanced disclosure of any fees. Any charges for file disclosures or other requested
actions to be taken by the CRA must be disclosed to you before the information is provided or the
action is taken.

Access to your file is limited. A CRA may provide information about you only to people with a valid need
—usually to consider an application with a creditor, insurer, employer, landlord, court, or
government agency, or in accordance with your written instructions.

You must be notified if reports are provided to employers. A CRA may not give out information about you
to employers without your knowledge. A potential employer must make a clear and conspicuous



disclosure in writing to you or obtain your consent before obtaining a report. A current employer
may not receive a report unless it has given you written notice that reports may be used for
employment purposes.

e You must be notified in writing if a person seeks an investigative consumer report about you. An investigative
consumer report may include information as to your character, general reputation, personal
characteristics, and mode of living. Within a reasonable period of time a er receiving such notice,
you may request, in writing, a disclosure as to the nature and scope of the investigation requested—
which will be delivered to you within five
days of your request.

e You may limit “prescreened” offers of credit and insurance you get based on information in your credit report.
You may elect not to receive unsolicited “prescreened” offers for credit and insurance by using the
CRA’s
notification system to remove your name and address from the lists these offers are based on. You
may opt-out
with the nationwide credit bureaus at 1-888-5-OPTOUT (1-888-567-8688).

e You may place a security freeze on your credit report. Under certain circumstances, you may request that
a security freeze be placed on your credit report to prevent it from being shared with potential
creditors or insurance companies when making determinations related to your eligibility for credit.

e You may be able to block information resulting from identity the from appearing on your credit report. If you
are a victim of identity the, certain CRAs must permanently block misinformation resulting from that
the from appearing on your credit report. You must provide the CRA with a copy of a police report
as evidence of your claim before it can place the block on your report.

e You may seek damages from violators. If a CRA, a user of consumer reports, or a furnisher of information
to a CRA violates the WFCRA, and you have a legal basis for a claim under the WFCRA, you may be
able to bring a legal action in court to assert your rights under the WFCRA. The applicable statute of
limitations is specified in Wash. Stat. § 19.182.120 —which is generally two years from the date the
cause of action accrued. Consumers who prevail on claims to enforce the WCFRA may obtain actual
damages, monetary penalties, reasonable attorneys’ fees, costs, and other relief.

For questions or concerns regarding the WFCRA, please contact: Office of the Attorney General
Consumer Protection Division

800 5th Avenue, Suite 2000

Seattle, Washington 98104-3188

Phone 1-800-551-4636 or (206) 464-6684

Statewide Toll-Free TDD: 800-833-6388

Any complaints by consumers under state law may be directed to:

The Attorney General’s Office via U.S. Mail or Online.

Information and forms related to filing a consumer complaint can be found at:
http://www.atg.wa.gov/FileAComplaint.aspx

Additional information about consumer issues can be found at:

http://www.atg.wa.gov/consumer-issues
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City & County of San Francisco

Fair Chance Ordinance

Post Where Employees Can Read Easly Fadure 1o post this notice muy resal? in penaities

OFFICIAL NOTICE

Under the San Francisco Fair Chance Ordinance, employers must follow strict rules regarding criminal records.
Employers 5 or more employees worldwide and all City contractors must comply.

* Employers MAY NOT ask about arrests or convictions on a job application.

* Employers MAY NOT conduct a background check or ask about criminal records until AFTER making a conditional offer of
employment.

* Employers may only consider convictions that are directly related to the job, and may never consider 7 types of arrests or
convictions, including convictions that are more than 7 years old (see www.sigov.org/olse/fco).

* Before an employer rejects an applicant based on a background check, the employer must: notify the applicant and provide
a copy of the background check; give the applicant 7 days to respond; reconsider based on evidence the applicant provides.

For more information, visit www.sfgov.org/olse/fco or call the San Francisco Fair Chance hotline at (415) 554-5192.

AVISO 0F|C|Al. Ordenanza de Oportumdades Equitaﬁvas de San Francisco

mo donde Jo2 smpleados on leer Mciimar

De conformidad a la Ordenanza de Oportunidades Equitativas de San Francisco, los empleadores deben seguir reglas

estrictas con respecto a los antecedentes penales.
Los empleadores con 5 0 més empleados en todo el mundo y todos los contratistas de la Ciudad deben cumplir con las reglas.

* Los empleadores NO DEBEN preguntar sobre arrestos o condenas en una solicitud de empleo.

* Los empleadores NO DEBEN realizar una revision de antecedentes ni preguntar acerca de antecedentes penales hasta
DESPUES de hacer una oferta condicional de empleo.

* Los empleadores s6lo pueden considerar [as condenas que estén directamente relacionadas con el trabajo, y nunca deben
considerar 7 tipos de arrestos o condenas, incluyendo las condenas que tienen mas de 7 afios de antigiiedad (véase
www.sfgov.org/olse/fco).

* Antes de rechazar a un candidato en base a una verificacion de antecedentes, el empleador debe: notificar al candidato y
proporcionarle una copia de la verificacién de antecedentes; darle al candidato 7 dias para responder; reconsiderar en base a
la evidencia que el candidato presente.

Para obtener mds informacion visite ms?aov,o rg/olse/fco o llame a la linea directa de Oportunidades
Equitativas de San Francisco al (415) 554-5192.

For more information

Office of Labor Standards Enforcament
please visit www.sfgov.org/olse

(415) 5545192



City & County of San Francisco

Fair Chance Ordinance

Post Where Employees Can Read Easdy Falre to post thus nolice may resslt in penaities
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OPISYAL NA ABISO - Ang Onﬁlansa ng Makatamngang Pagkakataon ng San Francisco

Saan empleyado Puwade Basahin Madsling. An = 53 mga mults

Sa ilalim ng Batas para sa Patas na Pagkakataon (Fair Chance Ordinance), kailangang sundin ng mga taga-empleyo
ang mahihigpit na patakaran ukol sa mga kriminal na rekord. Kailangang sumunod ang mga employer may 5 o higit pang
empleyado sa buong mundo at kailangan ding sumunod ng Ishat ng kontratista ng Lungsod.

= HINDI PUWEDENG magtanong ang mga employer tungkol sa mga pagka-aresto o hatol ng korte sa aplikasyon para sa
trabaho.

* HINDI PUWEDENG magsagawa ang mga employer ng background check (pag-iimbestiga sa nakaraan), o magtanong
tungkol sa mga kriminal na rekord hanggang sa MATAPOS ang pagbibigay ng kondisyonal na alok ng trabaho.

* Ang mga hatol ng korte na may direktang kinalaman lamang sa trabaho ang posibleng isaalang-alang ng mga employer at
hindi kailanman dapat isaalang-alang ang 7 uri ng pag-aresto o hatol ng korte, kasama na ang mga hatol na 7 taong gulang
na (tingnan ang www.sfgov.org/olse/fco).

* Bago tanggihan ng employer ang aplikante batay sa background check kailangan muna nilang gawin ang mga
sumusunod: abisuhan ang aplikante at magbigay ng kopya ng background check; bigyan ang aplikante ng 7 araw para
sumagot; muling pag-isipan ito batay sa ebidensiyang ipagkakaloob ng aplikante.

Para sa iba pang impormasyon, bisitahin ang www.sfgov.org/olse/fco o tawagan ang San Francisco
Fair Chance sa teleponong (415) 554-5192.

Office of Labor Standards Enforcement For more infarmation
(415) 5545192 please visit www.sfgov.org/olse



City of Los Angeles
CALIFORNIA

ERIC GARCETTI
MAYOR

NOTICE TO APPLICANTS & EMPLOYEES
FAIR CHANCE INITIATIVE FOR HIRING ORDINANCE

This Employer is subject to the Fair Chance Initiative for Hiring Ordinance (FCIHO) (LAMC
189.00).

THESE ARE YOUR RIGHTS...

11‘

2.

Employers cannot inquire about or seek information about an Applicant’s Criminal History until
after a Conditional Offer of Employment has been made to the Applicant®.

¥ This includes job solicitations and applications or during any conversations or interviews

If an Employer decides to rescind an offer of employment based on information discovered
during the criminal background check, the Employer is required to perform an Individualized
Assessment.

¥ Individualized Assessment - a written assessment that effectively links the specific aspects of the
Applicant's Criminal History with risks inherent in the duties of the Employment position sought by
the Applicant.
+ |f the offer is rescinded, the Applicant must receive:
o Written notification
o Copy of the Individualized Assessment, and
o Copies of any documentation used in the Employer's decision

The Applicant has the right to the Fair Chance Process.

¥ The Applicant has the opportunity to provide information or documentation to an Employer regarding
the accuracy of his/her Criminal History or Criminal History Report or that should be considered in
the Employer's assessment, such as evidence of rehabilitation or other mitigating factors.

¥ The Employer is required to hold the job open for at least five (5) days from the date notification of a
rescinded offer of employment to allow an Applicant to submit such documentation, and, the
Employer is required to review any documentation in order to reassess their decision.

FOR ADDITIONAL INFORMATION OR ASSISTANCE, CALL:

Comphance
11495_Bmmsummn3un
Los Angeles, CA 20015
Phonea: (B44) WageslLA — Email: WageslLAj@acity.org

*Mota: Mot all Applicants/Employess are covered under the FCIHO. Please ses ordinance (LAMC 188.00) for more detads.

Form FCIHO, Rev. 12116



City of Los Angeles

CALIFORNIA

ERIC GARCETTI
MAYOR

AVISO PARA SOLICITANTES Y EMPLEADOS
ORDENANZA DE LA INICIATIVA DE OPORTUNIDAD JUSTA PARA LA
CONTRATACION

Este empleador estd sujeto a la Ordenanza de la Iniciativa de Oportunidad Justa Para la
Contratacién (Fair Chance Initiative for Hiring Ordinance) (FCIHO) (LAMC 189.00).

ESTOS SON SUS DERECHOS...

1. Los empleadores no deben preguntar al solicitante sobre los antecedentes penales
hasta desples de que se le ha dado al solicitante una oferta condicional de empleo.

v Esto incluye solicitaciones y solicitudes de empleo o durante cualquier tipo de
conversaciones o entrevistas

2. S| el empleador decide revocar la oferta de emplec como resultado de la investigacién
de antecedentes, el empleador esta obligado a realizar una evaluacién individualizada.

¥" Evaluacién Individualizada — Un analisis por escrito de las funciones y responsabilidades
del trabajo, los antecedentes penales del solicitante, y cualquier otro factores que pueden
afectar a la decision de contratacion.
v" Si se retird la oferta, el solicitante debe recibir:
o Un aviso por escrito
o Una copia de la evaluacion individual, y
o Copias de todos los documentos que el empleador utilizé a llegar a la decision

3. El solicitante tiene el derecho al proceso de la Oportunidad Justa.

v El solicitante tiene cinco (5) dias desde la fecha cuando recibid el aviso de retiro de oferta
para juntar y entregar documentos que muestra la prueba de rehabilitacién y/o errores en la
investigacion de antecedentes. Se requiere que los empleadores examinen cualquier
documentacion presentada para reexaminar su decision.

PARA MAS INFORMACION O ASISTENCIA, PUEDE LLAMAR A:

Compliance
1149 5. Broadway Street, Suite 300
Los Angeles. CA 90015
Teléfono: (213) B4T7-2625 — Email- WagesL A@ilacity.org

“La nota: Mo todos los solicitantes/empleados estan cubkerio bajo & FOIHO. Consulie con la ordenanza (LAMC 189.00) para mas detalles.

Form FCIHD, Rev. 12116






INFORMATION ONLY: REMOVED THIS PAGE FROM APPLICANT DOCUMENTS

This document contains a sample POST-ADVERSE ACTION NOTICE and a copy
of the required “A Summary of Your Rights under the FCRA”.

Guidelines for Pre & Post Adverse Action Notices:

1. Client certifies that before taking adverse action in whole or in part based on the
Consumer Report (Background Check), it will provide the consumer with: (1) A copy of the
Consumer Report; and (2) A copy of the consumer rights, in the format approved by the
Consumer Financial Protection Bureau.

. In the event the Client declines or takes adverse action regarding the subject individual
based in whole, or in part, on the Consumer Report (Background Check), client shall
notify the subject of the report that Edify Background Screening did not make the decision
to take adverse action and that Edify Background Screening is unable to provide the
specific reason why the adverse action was taken.

. Client acknowledges that when information contained in a Report or any Services report
is, in whole or in part, a part of a decision that is adverse to an applicant, the FCRA
requires that Client notify the applicant of the name and address of the reporting agency
that provided the report. If the individual who is the subject of the report Services disputes
such information, Client will refer that individual to Edify Background Screening
immediately.

. Edify Background Screening advises Client that they have specific legal requirements and
responsibilities regarding taking adverse action against a consumer based on a consumer
report and that client should consult with their legal counsel regarding specific, legal
responsibilities.

DISCLAIMER:

Please note the following sample document(s) and information is for educational purposes
only and does NOT constitute legal advice, guidance or counsel. Organizations should
consult their own attorney about their compliance responsibilities under the FCRA and
applicable state and local law prior to using any of these disclosures as part of your screening
process. Edify Administration Professionals, Inc. expressly disclaims any warranties or
responsibility or damages associated with or arising out of information provided.

This Sample document may NOT contain all the additional state disclosure information that
may be required in your area; and you should review your state’s requirements to determine
if additional disclosure(s), coversheets, or other information needs to be included before
putting into circulation. The information provided in this Sample document is intended for
broad reference in compiling your own documents and is not meant to be an all-inclusive
listing of every state’s requirements; keeping in mind local, state, and federal requirements
can and do change frequently.

INFORMATION ONLY: REMOVED THIS PAGE FROM APPLICANT DOCUMENTS




[YOUR LOGO HERE]

<Date>

<Applicant Name >
<Address>
<City>, <State> <Zip Code>

Dear <Applicant>,

In reference to your application, we regret to inform you that we are unable to further consider you
at this time. Our decision is based, in part, on results obtained from your Consumer Report (i.e.
Background Check) obtained through the Consumer Reporting Agency identified below.

Please note the consumer reporting agency listed below did not make this decision and is unable to
provide the specific reason why this adverse action was taken.

Under section 612 of the FCRA, you have the right to obtain a free copy of your consumer report from
the consumer reporting agency listed below within 60 days of receipt of this adverse action notice.
For your convenience, we have enclosed a copy of the screening report that you authorized in regard
to your application. Additionally, you have the right to contact the Consumer Reporting Agency listed
below to dispute any information contained in the report that you believe may be inaccurate or
incomplete. A copy of your rights under the Fair Credit Reporting Act is enclosed and entitled; "A
Summary of Your Rights under the Fair Credit Reporting Act”.

THE CONSUMER REPORTING AGENCY THAT PROVIDED YOUR REPORT IS:

Edify Administration Professionals, Inc. (d.b.a. Edify Background Screening)
PO Box 35141 Greensboro, NC 27425 | Phone: 888-503-3439 | FAX: 336-450-4022

Sincerely,

<Company Representative Name>
<Title>

Enclosures:
e Copy of your Consumer Report
e A Summary of Your Rights Under the FCRA

V-04-23.2



A SUMMARY OF YOUR RIGHTS UNDER THE FAIR
CREDIT REPORTING ACT

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

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:

A person has taken adverse action against you because of information in your credit report;
You are the victim of identity theft and place a fraud alert in your file;

Your file contains inaccurate information as a result of fraud;

You are on public assistance;

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
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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 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.

e 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.

e 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.

¢. 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
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




Please note the following information is for educational purposes only and does not constitute legal advice. The Summary of Rights and State Law Disclosures
must be provided apart from the disclosure paragraph. Please consult with counsel prior to using this form as part of your screening process.

STATE LAW DISCLOSURES

If you reside in, or are seeking work in any of the following states, please review these additional notices:

California: This is the Summary of Your Rights under California Civil Code 1786.22. You have the right to view your file
that an Investigative Consumer Reporting Agency holds. By providing proper identification and duplication cost, you may
obtain a copy of this information in person at the Consumer Reporting Agency’s regular business hours and after providing
reasonable notice for your request. Additionally, you can make the same request via mail or over request a summary of the
file over the phone. The Consumer Reporting Agency can assist you in understanding your file, including coded
information. You are allowed to have one additional person accompany you so long as they provide proper identification.
“Proper Identification” includes documents such as a valid driver’s license, social security account number, military
identification card, and credit cards. If an ICRA is unable to reasonably identify you on the basis of these documents, they
may require additional information concerning your employment and personal or family history in order to verify your
identity.

Maine: You have the right to ask and know whether a company ordered a background check on you. You can request the
name, address, and telephone number of the nearest Consumer Reporting Agency office. Your request will be processed
and sent to you within 5 business days.

Minnesota: You have the right in most circumstances to submit a written request to the consumer reporting agency for a
complete and accurate disclosure of the nature and scope of any consumer report the Company ordered about you. The
consumer reporting agency must provide you with this disclosure within 5 days a er (i) its receipt of your request or (ii)
the date the report was requested by the Company, whichever date is later.

Massachusetts: You have the right to obtain a copy of any of your consumer reports that your company has ordered on you
by contacting the Consumer Reporting Agency for a free copy.

New Jersey: You have the right to submit a request to the consumer reporting agency for a copy of any investigative
consumer report the Company requested about you. A full Summary of your Rights under New Jersey law is below.

New York: By submitting a written request, you can learn whether a company has run a background check on you. You are
allowed to inspect and order a copy of the report by directly contacting the Consumer Reporting Agency. If you have been
convicted of one or more criminal offenses, you can request the company to provide a written statement declaring the
reasons for the refusal of hire. This statement must be provided to you within 30 days of your request. New York
Corrections Law Article 23-Ais also provided below.

North Carolina: North Carolina Consumers Have the Right to Obtain a Security Freeze. A full Summary of your Rights
under North Carolina law is below.

Washington State: A er submitting a written request and waiting a reasonable amount of time a er receiving the
disclosure, you have the right to receive a complete and accurate disclosure of the nature and scope of any “investigative”
consumer reports requested by an agency. The Washington Fair Credit Reporting Act requires Consumer Reporting
Agencies to provide you with a summary of your rights and remedies upon request. Any information requested by a
company that deals with credit worthiness, credit standing, or capacity is justified in order for employers to evaluate
whether you present a risk for the or dishonest behavior for the job you are being considered for. A full Summary of your
Rights under Washington law is below.



NOTICE - BACKGROUND INVESTIGATION

MASSACHUSETTS RESIDENTS

You have a right to obtain a copy of your credit file from a consumer credit reporting agency. You may be charged a
reasonable fee not exceeding eight dollars. There is no fee, however, if you have been turned down for credit, employment,
insurance, or rental dwelling because of information in your credit report within the preceding sixty days. The consumer
credit reporting agency must provide someone to help you interpret the information in your credit file. Each calendar year
you are entitled to receive, upon request, one free consumer credit report.

You have aright to dispute inaccurate information by contacting the consumer reporting agency directly, either in writing
or by telephone. The consumer reporting agency shall provide, upon request and without unreasonable delay, a live
representative of the consumer reporting agency to assist in dispute resolution whenever possible and practicable, or to
the extent consistent with federal law. However, neither you nor any credit repair company or credit service organization
has the right to have accurate, current, and verifiable information removed from your credit report. In most cases, under
state and federal law, the consumer credit reporting agency must remove accurate, negative information from your report
only if itis over seven years old, and must remove bankruptcy information only if it is over ten years old.

If you have notified a consumer credit reporting agency in writing that you dispute the accuracy of information in your file,
the consumer credit reporting agency must then, within thirty business days, reinvestigate and modify or remove
inaccurate information. The consumer credit reporting agency may not charge a fee for this service. Any pertinent
information and copies of all documents you have concerning a dispute should be given to the consumer credit reporting
agency.

If reinvestigation does not resolve the dispute to your satisfaction, you may send a statement to the consumer credit
reporting agency to keep in your file, explaining why you think the record is inaccurate. The consumer credit reporting
agency must include your statement about the disputed information in a report it issues about you.

You have aright to receive a record of all inquiries relating to a credit transaction initiated in the six months preceding your
request, or two years in the case of a credit report used for employment purposes. This record shall include the recipients
of any consumer credit report.

You have the right to opt out of any prescreening lists compiled by or with the assistance of a consumer credit reporting
agency by calling the agency’s toll-free telephone number or contacting the agency in writing. You may be entitled to
collect compensation, in certain circumstances, if you are damaged by a person’s negligent or intentional failure to comply
with the credit reporting act.

You have a right to request a “security freeze” on your consumer report. The security freeze will prohibit a consumer
reporting agency from releasing any information in your consumer report without your express authorization. A security
freeze shall be requested by sending a request either by certified mail, overnight mail or regular stamped mail to a
consumer reporting agency, or as authorized by regulation. The security freeze is designed to prevent credit, loans or
services from being approved in your name without your consent.

You should be aware that using a security freeze may delay, interfere with, or prevent the timely approval of any
subsequent request or application you make regarding new loans, credit, mortgage, insurance, government services or
payments, rental housing, employment, investment, license, cellular phone, utilities, digital signature, internet credit card
transactions, or other services, including an extension of credit at point of sale.



When you place a security freeze on your consumer report, within 5 business days of receiving your request for a security
freeze, the consumer reporting agency shall provide you with a personal identification number or password to use if you
choose to remove the freeze on your consumer report or to authorize the release of your consumer report to a specific
party or for a specified period of time a er the freeze is in place. To provide that authorization, you must contact the
consumer reporting agency and provide the Following:

1. The personal identification number or password provided by the consumer reporting agency;

Proper identification to verify your identity; and

3. The third party or parties who are to receive the consumer report or the specified period of time for which
the report shall be available to authorized users of the consumer report.

N

A consumer reporting agency that receives a request from a consumer to li a freeze on a consumer report shall comply with
the request not later than 3 business days a er receiving the request.

A security freeze shall not apply to a person or entity, or to its affiliates, or collection agencies acting on behalf of the
person or entity, with which you have an existing account, that requests information relative to your consumer report for
the purposes of reviewing or collecting the account, if you have previously given consent to the use of your consumer
report. “Reviewing the account” includes activities related to account maintenance, monitoring, credit line increases, and
account upgrades and enhancements.



NOTICE - BACKGROUND INVESTIGATION

NEW JERSEY RESIDENTS

New Jersey Residents or Employees — this summary of the provisions of the New Jersey Fair Credit
Reporting Act
(“NJFCRA”) is being provided to you pursuant to state law (N.J.S.A. § 56:11-28 et seq.)

Before an employer can obtain a consumer report about you from a consumer reporting agency
they must provide you with a clear and conspicuous disclosure in writing that such may be
obtained for employment purposes. You must provide written consent to the procurement, for
employment purposes, of a consumer report.

When using a consumer report for employment purposes, before taking adverse action based in
whole or in part on the report, an employer must provide you with a copy of the consumer report
and a description in writing of your rights under the federal Fair Credit Reporting Act as well as
the NJFCRA.

You must be afforded a reasonable opportunity to dispute with the consumer reporting agency
any information on which the employer relied upon in your consumer report.

You can request from a consumer reporting agency all information in your file, upon proper identification.
This includes sources of information and identification of each person who procured a consumer report for
employment purposes during the two-year period preceding your request. These requests must be made
during normal business hours and on reasonable notice. It can be done in person or by telephone, if you
have made a written request and pay the toll charge. A consumer reporting agency must provide trained
personnel to explain to you any information in the consumer report.

You can dispute inaccurate information with the consumer reporting agency. If you dispute the
completeness or accuracy of any of the information in your file, the consumer reporting agency must
reinvestigate free of charge during a 30-day period. A consumer reporting agency must provide written
notice to you of the results of the reinvestigation not later than five business days after completion of the
reinvestigation.

If, during a reinvestigation, any information disputed by you is found to be inaccurate orincomplete or
cannot be verified, the consumer reporting agency must promptly delete that item of information from
your file or modify

that item of information, as appropriate, based on the results of the reinvestigation.

You can seek damages for noncompliance under the NJFCRA.



NOTICE - BACKGROUND INVESTIGATION

NEW YORK RESIDENTS

New York Residents or Employees — this summary of the provisions of the New York Fair Credit
Reporting Act (“NYFCRA”) is being provided to you pursuant to state law (NY Gen Bus L § 380 et seq.)

You have the right to submit a written request to a company to learn if it has procured a consumer
report on you. If a report has been procured, the company shall provide the name and address of the
consumer reporting agency that furnished such report. You are allowed to inspect and order a copy of
the report by directly contacting the Consumer Reporting Agency. You have the right to contact a
Consumer Reporting Agency by phone, email, or in person visit to request information which may be
contained in the agency's files which has been or may be used for the purpose of providing a consumer
report regarding you. The Consumer Reporting Agency shall provide a decoded written version of the file
or a written copy of the file with an explanation of any code used, if you so request. The disclosure shall
be provided in the manner selected by you. If you have been denied credit in the past thirty days, you
are entitled to receive a written copy of your complete file, at no charge whatsoever, should you choose
to request such a copy. If you have been convicted of one or more criminal offenses, you can request the
company to provide a written statement declaring the reasons for the refusal of hire if the report was
procured for employment purposes. This statement must be provided to you within 30 days of your
request. New York Corrections Law Article 23-A is also provided below.



NOTICE - BACKGROUND INVESTIGATION

NEW YORK RESIDENTS

New York Residents or Employees — this summary of the provisions of the New York Correction Law is
being provided to you pursuant to state law.

Article 23-A
Licensure and Employment of Persons Previously Convicted of One or More Criminal Offenses

§ 750. Definitions

For the purposes of this article, the following terms shall have the following meanings:

1.  “Public agency” means the state or any local subdivision thereof, or any state or local department,
agency, board or commission.

2. “Private employer” means any person, company, corporation, labor organization or association
which employs ten or more persons.

3.  “Direct relationship” means that the nature of criminal conduct for which the person was
convicted has a direct bearing on his fitness or ability to perform one or more of the duties or
responsibilities necessarily related to the
license, opportunity, or job in question.

4, “License” means any certificate, license, permit or grant of permission required by the laws of this
state, its political subdivisions or instrumentalities as a condition for the lawful practice of any
occupation, employment, trade,
vocation, business, or profession. Provided, however, that “license” shall not, for the purposes of
this article, include any license or permit to own, possess, carry, or fire any explosive, pistol,
handgun, rifle, shotgun, or other
firearm.

5. “Employment” means any occupation, vocation or employment, or any form of vocational or
educational training. Provided, however, that “employment” shall not, for the purposes of this
article, include membership in any law
enforcement agency.

§ 751. Applicability

The provisions of this article shall apply to any application by any person for a license or employment at
any public or private employer, who has previously been convicted of one or more criminal offenses in
this state or in any other jurisdiction, and to any license or employment held by any person whose
conviction of one or more criminal offenses in this state or in any other jurisdiction preceded such
employment or granting of a license, except where a mandatory forfeiture, disability or bar to
employment is imposed by law, and has not been removed by an executive pardon, certificate of relief
from disabilities or certificate of good conduct. Nothing in this article shall be construed to affect any
right an employer may have with respect to an intentional misrepresentation in connection with an
application for employment made by a prospective employee or previously made by a current employee.

§ 752. Unfair discrimination against persons previously convicted of one or more criminal offenses prohibited

No application for any license or employment, and no employment or license held by an individual, to
which the provisions of this article are applicable, shall be denied or acted upon adversely by reason of
the individual’s having been previously convicted of one or more criminal offenses, or by reason of a
finding of lack of “good moral character” when



such finding is based upon the fact that the individual has previously been convicted of one or more
criminal offenses, unless:

1.  thereis a direct relationship between one or more of the previous criminal offenses and the
specific license or employment sought or held by the individual; or

2. theissuance or continuation of the license or the granting or continuation of the employment
would involve an unreasonable risk to property or to the safety or welfare of specific
individuals or the general public.

§ 753. Factors to be considered concerning a previous criminal conviction; presumption

1. In making a determination pursuant to section seven hundred fi y-two of this chapter, the
public agency or private employer shall consider the following factors:

a. The public policy of this state, as expressed in this act, to encourage the licensure and
employment of persons previously convicted of one or more criminal offenses.

b. The specific duties and responsibilities necessarily related to the license or employment
sought or held by the person.

c. The bearing, if any, the criminal offense or offenses for which the person was previously
convicted will have on his fitness or ability to perform one or more such duties or
responsibilities.

d. The time which has elapsed since the occurrence of the criminal offense or offenses.
e. he age of the person at the time of occurrence of the criminal offense or offenses.
f. The seriousness of the offense or offenses.

g. Any information produced by the person, or produced on his behalf, in regard to his
rehabilitation and good conduct.

h. The legitimate interest of the public agency or private employer in protecting property,
and the safety and welfare of specific individuals or the general public.

2. In making a determination pursuant to section seven hundred fi y-two of this chapter, the
public agency or private employer shall also give consideration to a certificate of relief from
disabilities or a certificate of good conduct issued to the applicant, which certificate shall
create a presumption of rehabilitation in regard to the offense or
offenses specified therein.

§ 754. Written statement upon denial of license or employment

At the request of any person previously convicted of one or more criminal offenses who has been denied
a license or employment, a public agency or private employer shall provide, within thirty days of a
request, a written statement

setting forth the reasons for such denial.

§ 755. Enforcement

1. Inrelation to actions by public agencies, the provisions of this article shall be enforceable by a
proceeding brought pursuant to article seventy-eight of the civil practice law and rules.

2. Inrelation to actions by private employers, the provisions of this article shall be enforceable
by the division of human rights pursuant to the powers and procedures set forth in article
fifteen of the executive law, and, concurrently, by the New York city commission on human
rights.



NOTICE - BACKGROUND INVESTIGATION

NORTH CAROLINA RESIDENTS

North Carolina Consumers Have the Right to Obtain a Security Freeze

You have a right to place a "security freeze" on your credit report pursuant to North Carolina law. The
security freeze will prohibit a consumer reporting agency from releasing any information in your credit
report without your express authorization. A security freeze must be requested in writing by certified
mail.

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 gains 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

new loans, credit, mortgage, insurance, rental housing, employment, investment, license, cellular
phone, utilities, digital signature, Internet credit card transactions, or other services, including an
extension of credit at point of sale.

The freeze will be placed within five business days. When you place a security freeze on your credit
report, within 10 business days, you will be provided a personal identification number or a password to
use when you want to remove or lift temporarily the security freeze. A freeze does not apply when you
have an existing account relationship and a copy of your report is requested by your existing creditor or
its agents or affiliates for certain types of account review, collection, fraud control, or similar activities.

You should plan ahead and lift a freeze if you are actively seeking credit or services as a security freeze
may slow your applications, as mentioned above.

You can remove a freeze or authorize temporary access for a specific period of time by contacting the
consumer reporting agency and providing all of the following:

(1) Your personal identification number or password,
(2) Proper identification to verify your identity, and

(3) Proper information regarding the period of time you want your report available to users of
the credit report.

A consumer reporting agency that receives a request from you to temporarily lift a freeze on a credit
report shall comply with the request no later than three business days after receiving the request. A
consumer reporting agency may charge you up to ten dollars ($ 10.00) for each time you freeze, remove
the freeze, or temporarily lift the freeze for a period of time, except a consumer reporting agency may
not charge any amount to a victim of identity theft who has submitted a copy of a valid investigative or
incident report or complaint with a law enforcement agency about the unlawful use of the victim's
identifying information by another person.

You have a right to bring a civil action against someone who violates your rights under the credit
reporting laws. The action can be brought against a consumer reporting agency or a user of your credit
report.



NOTICE - BACKGROUND INVESTIGATION

WASHINGTON STATE RESIDENTS

Washington State Residents or Employees — this summary of the provisions of the Washington State
Fair Credit Reporting Act (WFCRA) is being provided to you pursuant to state law. The WFCRA is
designed to promote accuracy, fairness, consumer confidentiality and the proper use of credit data by
each consumer reporting agency (CRA) in accordance with the requirements of the WFCRA.

The WFCRA is modeled a er, and generally provides the same rights as the federal Fair Credit Reporting
Act (FCRA) (15 U.S.C. § 1681 et seq.) A summary of your rights under the FCRA is available at
http://files.consumerfinance.gov/f/201504 cfpb summary your-rights-under-fcra.pdf.

The complete text of the WFCRA RCW 19.182, can be obtained from the:
Washington Code Revisers Office
P.O. Box 40551
Olympia, WA 98504

Online at http://apps.leg.wa.gov/rcw/default.aspx?cite=19.182&full=true%20-%2019.182.070.

One significant distinction between the FCRA and the WFCRA is that in Washington, an employer may
not obtain a consumer report that indicates the consumer’s credit worthiness, credit standing, or credit
capacity, unless (1) the information is substantially job related and the employer’s reason(s) for using the
information are disclosed in writing, or (2) the information is required by law.

The following is a summary of your major rights under the WFCRA:

e You will be required to provide proper identification before reviewing your consumer file. Proper
identification may include your Social Security number. You may request to review your file at any
time. A CRA will make disclosures of your file available to you during normal business hours and on
reasonable notice. File disclosures may be done in person or by telephone, if you have made a
written request and pay the toll charge, as applicable, or by any other reasonable means. A CRA will
provide trained personnel to explain to you any information in your consumer report. Upon request,
and proper identification, you may be permitted to bring one additional person with you to review
your consumer file. If the CRA provides you with a credit score, the agency will also provide you with
an explanation for that credit score.

e You have a right to know what is in your file. Upon proper identification, you may request and obtain
all the information about you in the CRA’s files, although medical information may be withheld, and
instead will be disclosed to a health care provider of your choice. Your health care provider may
disclose your medical information to you directly. Your file disclosure will include all items of
information the CRA maintains about you, including sources of information (except sources acquired
solely for use in an investigative report). The file will also identify each person who procured your
consumer report for employment purposes during the two-year period preceding your request, or
any person who procured your report for any other purpose within the six-months prior to your
request. When applicable, a record of inquiries the CRA received identifying you in a credit
transaction that was not initiated by you in the six-months prior to your file disclosure request. Each
of these records will include the name of the person or trade name of the business that sought your
consumer file, and upon your request, their respective addresses.

e You are entitled to one free consumer report every 12 months, upon request. In many cases, your file
disclosure will be free. You may be charged a limited fee for a second or subsequent report
requested by you during a 12 month period. You will also not be charged for:
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o aconsumer report if a person has taken adverse action against you because of information in your
report;

o the reinvestigation of information you dispute; or

o corrected reports resulting from the deletion of inaccurate or unverifiable information.

You must be told if information in your file has been used against you. If a person takes an adverse action
against you that is based, in whole or in part, on information contained in a consumer report, that
person must tell you (usually, through a written notice), and must give you the name, address, and
telephone number of the CRA that provided the information.

You have a right to dispute incomplete or inaccurate information. If you identify information in your file
that is

incomplete or inaccurate, and you notify the CRA directly of the dispute, the CRA will reinvestigate
without charge and record the current status of the disputed information before the end of thirty
business days, unless your dispute is frivolous. Upon completion of the reinvestigation, within five
business days of the CRA’s decision, the agency will provide you notice in writing or through another
authorized means, of the results of the reinvestigation. If the CRA determines that your dispute is
frivolous the agency will inform you of that determination, along with its reasons, and your rights
under the WFCRA within five business days.

Consumer reporting agencies must correct or delete inaccurate, incomplete, or unverifiable information. Upon
completion of the reinvestigation, if the information you disputed is found to be inaccurate or
cannot be verified, the CRA must delete the information and notify you of the correction.
Information that has been found to be inaccurate will not be reinserted into your consumer file,
unless the furnisher of the information verifies the accuracy and completeness of that information.
In such circumstances, you will be notified, within thirty business days that the information is being
reinserted into your file. If the reinvestigation does not resolve your dispute, you may file with the
CRA a brief statement (that may be limited to 100 words) setting forth the nature of your dispute.
The statement will be placed in your consumer file and in any subsequent report containing the
information you disputed.

You have the right to request that users of your consumer report be notified of any disputed information they
previously received within the statutory time frame. After certain disputed information has been deleted
or you have filed a statement of dispute, you may request that the CRA provides notification of that
deleted item or item of dispute to any person you designate who has, within two years received your
consumer report for employment purposes, or who has within six months received your report for
any other purpose, if the furnished report contained the deleted or disputed information.

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

You have the right to advanced disclosure of any fees. Any charges for file disclosures or other requested
actions to be taken by the CRA must be disclosed to you before the information is provided or the
action is taken.

Access to your file is limited. A CRA may provide information about you only to people with a valid need
—usually to consider an application with a creditor, insurer, employer, landlord, court, or
government agency, or in accordance with your written instructions.

You must be notified if reports are provided to employers. A CRA may not give out information about you
to employers without your knowledge. A potential employer must make a clear and conspicuous



disclosure in writing to you or obtain your consent before obtaining a report. A current employer
may not receive a report unless it has given you written notice that reports may be used for
employment purposes.

e You must be notified in writing if a person seeks an investigative consumer report about you. An investigative
consumer report may include information as to your character, general reputation, personal
characteristics, and mode of living. Within a reasonable period of time a er receiving such notice,
you may request, in writing, a disclosure as to the nature and scope of the investigation requested—
which will be delivered to you within five
days of your request.

e You may limit “prescreened” offers of credit and insurance you get based on information in your credit report.
You may elect not to receive unsolicited “prescreened” offers for credit and insurance by using the
CRA’s
notification system to remove your name and address from the lists these offers are based on. You
may opt-out
with the nationwide credit bureaus at 1-888-5-OPTOUT (1-888-567-8688).

e You may place a security freeze on your credit report. Under certain circumstances, you may request that
a security freeze be placed on your credit report to prevent it from being shared with potential
creditors or insurance companies when making determinations related to your eligibility for credit.

e You may be able to block information resulting from identity the from appearing on your credit report. If you
are a victim of identity the, certain CRAs must permanently block misinformation resulting from that
the from appearing on your credit report. You must provide the CRA with a copy of a police report
as evidence of your claim before it can place the block on your report.

e You may seek damages from violators. If a CRA, a user of consumer reports, or a furnisher of information
to a CRA violates the WFCRA, and you have a legal basis for a claim under the WFCRA, you may be
able to bring a legal action in court to assert your rights under the WFCRA. The applicable statute of
limitations is specified in Wash. Stat. § 19.182.120 —which is generally two years from the date the
cause of action accrued. Consumers who prevail on claims to enforce the WCFRA may obtain actual
damages, monetary penalties, reasonable attorneys’ fees, costs, and other relief.

For questions or concerns regarding the WFCRA, please contact: Office of the Attorney General
Consumer Protection Division

800 5th Avenue, Suite 2000

Seattle, Washington 98104-3188

Phone 1-800-551-4636 or (206) 464-6684

Statewide Toll-Free TDD: 800-833-6388

Any complaints by consumers under state law may be directed to:

The Attorney General’s Office via U.S. Mail or Online.

Information and forms related to filing a consumer complaint can be found at:
http://www.atg.wa.gov/FileAComplaint.aspx

Additional information about consumer issues can be found at:

http://www.atg.wa.gov/consumer-issues


http://www.atg.wa.gov/FileAComplaint.aspx
http://www.atg.wa.gov/consumer-issues

City & County of San Francisco

Fair Chance Ordinance

Post Where Employees Can Read Easly Fadure 1o post this notice muy resal? in penaities

OFFICIAL NOTICE

Under the San Francisco Fair Chance Ordinance, employers must follow strict rules regarding criminal records.
Employers 5 or more employees worldwide and all City contractors must comply.

* Employers MAY NOT ask about arrests or convictions on a job application.

* Employers MAY NOT conduct a background check or ask about criminal records until AFTER making a conditional offer of
employment.

* Employers may only consider convictions that are directly related to the job, and may never consider 7 types of arrests or
convictions, including convictions that are more than 7 years old (see www.sigov.org/olse/fco).

* Before an employer rejects an applicant based on a background check, the employer must: notify the applicant and provide
a copy of the background check; give the applicant 7 days to respond; reconsider based on evidence the applicant provides.

For more information, visit www.sfgov.org/olse/fco or call the San Francisco Fair Chance hotline at (415) 554-5192.

AVISO 0F|C|Al. Ordenanza de Oportumdades Equitaﬁvas de San Francisco

mo donde Jo2 smpleados on leer Mciimar

De conformidad a la Ordenanza de Oportunidades Equitativas de San Francisco, los empleadores deben seguir reglas

estrictas con respecto a los antecedentes penales.
Los empleadores con 5 0 més empleados en todo el mundo y todos los contratistas de la Ciudad deben cumplir con las reglas.

* Los empleadores NO DEBEN preguntar sobre arrestos o condenas en una solicitud de empleo.

* Los empleadores NO DEBEN realizar una revision de antecedentes ni preguntar acerca de antecedentes penales hasta
DESPUES de hacer una oferta condicional de empleo.

* Los empleadores s6lo pueden considerar [as condenas que estén directamente relacionadas con el trabajo, y nunca deben
considerar 7 tipos de arrestos o condenas, incluyendo las condenas que tienen mas de 7 afios de antigiiedad (véase
www.sfgov.org/olse/fco).

* Antes de rechazar a un candidato en base a una verificacion de antecedentes, el empleador debe: notificar al candidato y
proporcionarle una copia de la verificacién de antecedentes; darle al candidato 7 dias para responder; reconsiderar en base a
la evidencia que el candidato presente.

Para obtener mds informacion visite ms?aov,o rg/olse/fco o llame a la linea directa de Oportunidades
Equitativas de San Francisco al (415) 554-5192.

For more information

Office of Labor Standards Enforcament
please visit www.sfgov.org/olse

(415) 5545192



City & County of San Francisco

Fair Chance Ordinance

Post Where Employees Can Read Easdy Falre to post thus nolice may resslt in penaities
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OPISYAL NA ABISO - Ang Onﬁlansa ng Makatamngang Pagkakataon ng San Francisco

Saan empleyado Puwade Basahin Madsling. An = 53 mga mults

Sa ilalim ng Batas para sa Patas na Pagkakataon (Fair Chance Ordinance), kailangang sundin ng mga taga-empleyo
ang mahihigpit na patakaran ukol sa mga kriminal na rekord. Kailangang sumunod ang mga employer may 5 o higit pang
empleyado sa buong mundo at kailangan ding sumunod ng Ishat ng kontratista ng Lungsod.

= HINDI PUWEDENG magtanong ang mga employer tungkol sa mga pagka-aresto o hatol ng korte sa aplikasyon para sa
trabaho.

* HINDI PUWEDENG magsagawa ang mga employer ng background check (pag-iimbestiga sa nakaraan), o magtanong
tungkol sa mga kriminal na rekord hanggang sa MATAPOS ang pagbibigay ng kondisyonal na alok ng trabaho.

* Ang mga hatol ng korte na may direktang kinalaman lamang sa trabaho ang posibleng isaalang-alang ng mga employer at
hindi kailanman dapat isaalang-alang ang 7 uri ng pag-aresto o hatol ng korte, kasama na ang mga hatol na 7 taong gulang
na (tingnan ang www.sfgov.org/olse/fco).

* Bago tanggihan ng employer ang aplikante batay sa background check kailangan muna nilang gawin ang mga
sumusunod: abisuhan ang aplikante at magbigay ng kopya ng background check; bigyan ang aplikante ng 7 araw para
sumagot; muling pag-isipan ito batay sa ebidensiyang ipagkakaloob ng aplikante.

Para sa iba pang impormasyon, bisitahin ang www.sfgov.org/olse/fco o tawagan ang San Francisco
Fair Chance sa teleponong (415) 554-5192.

Office of Labor Standards Enforcement For more infarmation
(415) 5545192 please visit www.sfgov.org/olse



City of Los Angeles
CALIFORNIA

ERIC GARCETTI
MAYOR

NOTICE TO APPLICANTS & EMPLOYEES
FAIR CHANCE INITIATIVE FOR HIRING ORDINANCE

This Employer is subject to the Fair Chance Initiative for Hiring Ordinance (FCIHO) (LAMC
189.00).

THESE ARE YOUR RIGHTS...

11‘

2.

Employers cannot inquire about or seek information about an Applicant’s Criminal History until
after a Conditional Offer of Employment has been made to the Applicant®.

¥ This includes job solicitations and applications or during any conversations or interviews

If an Employer decides to rescind an offer of employment based on information discovered
during the criminal background check, the Employer is required to perform an Individualized
Assessment.

¥ Individualized Assessment - a written assessment that effectively links the specific aspects of the
Applicant's Criminal History with risks inherent in the duties of the Employment position sought by
the Applicant.
+ |f the offer is rescinded, the Applicant must receive:
o Written notification
o Copy of the Individualized Assessment, and
o Copies of any documentation used in the Employer's decision

The Applicant has the right to the Fair Chance Process.

¥ The Applicant has the opportunity to provide information or documentation to an Employer regarding
the accuracy of his/her Criminal History or Criminal History Report or that should be considered in
the Employer's assessment, such as evidence of rehabilitation or other mitigating factors.

¥ The Employer is required to hold the job open for at least five (5) days from the date notification of a
rescinded offer of employment to allow an Applicant to submit such documentation, and, the
Employer is required to review any documentation in order to reassess their decision.

FOR ADDITIONAL INFORMATION OR ASSISTANCE, CALL:

Comphance
11495_Bmmsummn3un
Los Angeles, CA 20015
Phonea: (B44) WageslLA — Email: WageslLAj@acity.org

*Mota: Mot all Applicants/Employess are covered under the FCIHO. Please ses ordinance (LAMC 188.00) for more detads.

Form FCIHO, Rev. 12116



City of Los Angeles

CALIFORNIA

ERIC GARCETTI
MAYOR

AVISO PARA SOLICITANTES Y EMPLEADOS
ORDENANZA DE LA INICIATIVA DE OPORTUNIDAD JUSTA PARA LA
CONTRATACION

Este empleador estd sujeto a la Ordenanza de la Iniciativa de Oportunidad Justa Para la
Contratacién (Fair Chance Initiative for Hiring Ordinance) (FCIHO) (LAMC 189.00).

ESTOS SON SUS DERECHOS...

1. Los empleadores no deben preguntar al solicitante sobre los antecedentes penales
hasta desples de que se le ha dado al solicitante una oferta condicional de empleo.

v Esto incluye solicitaciones y solicitudes de empleo o durante cualquier tipo de
conversaciones o entrevistas

2. S| el empleador decide revocar la oferta de emplec como resultado de la investigacién
de antecedentes, el empleador esta obligado a realizar una evaluacién individualizada.

¥" Evaluacién Individualizada — Un analisis por escrito de las funciones y responsabilidades
del trabajo, los antecedentes penales del solicitante, y cualquier otro factores que pueden
afectar a la decision de contratacion.
v" Si se retird la oferta, el solicitante debe recibir:
o Un aviso por escrito
o Una copia de la evaluacion individual, y
o Copias de todos los documentos que el empleador utilizé a llegar a la decision

3. El solicitante tiene el derecho al proceso de la Oportunidad Justa.

v El solicitante tiene cinco (5) dias desde la fecha cuando recibid el aviso de retiro de oferta
para juntar y entregar documentos que muestra la prueba de rehabilitacién y/o errores en la
investigacion de antecedentes. Se requiere que los empleadores examinen cualquier
documentacion presentada para reexaminar su decision.

PARA MAS INFORMACION O ASISTENCIA, PUEDE LLAMAR A:

Compliance
1149 5. Broadway Street, Suite 300
Los Angeles. CA 90015
Teléfono: (213) B4T7-2625 — Email- WagesL A@ilacity.org

“La nota: Mo todos los solicitantes/empleados estan cubkerio bajo & FOIHO. Consulie con la ordenanza (LAMC 189.00) para mas detalles.

Form FCIHD, Rev. 12116
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