
6405: Background Screening Potential Employees and School Volunteers 

The Exeter-West Greenwich School Committee requires a safe educational and work 

environment in district schools.  To achieve this, potential employees, substitute teachers and 

certain contractual employees and school volunteers shall be subjected to criminal background 

screening prior to obtaining permanent employment status or given access to school children. 

I. Proclamation 

The school committee herein directs the superintendent to ensure that the district only 

employs or authorizes persons to volunteer in schools who have been cleared through national 

and/or state criminal background screening checks in accordance with this policy.   

II. Scope 

This policy applies to all potential employees, substitute teachers and to all contractual 

employees and school volunteers who have or will have direct unmonitored access to school 

children. 

III. Definitions 

Potential Employees—persons applying for employment or who are under consideration for a 

compensated position in school administration, teaching (regular or substitute), consulting; or 

serving in clerical, facility maintenance or custodial positions; and persons receiving stipends for 

athletic coaching, or directing, coaching, assisting in any other student extra-curricular activity. 

Contractual employees—persons who individually contract their services to the school district or 

whose services are contracted to the school district through a third party. 

District Administration—means the superintendent, person or persons designated by the 

superintendent to manage district personnel records. 

Disqualifying Information—means the criminal background screening check revealed that the 

potential employee, school volunteer or contractual employee has been convicted of or is under 

indictment for any one of the criminal offences listed in sections 23-17-37, 11-37-8.1, 11-37-8.3, 

11-9-1 (b), 11-9-1 (c) and 11-9-1.3 of Rhode Island General Laws. 

School Premises—means school buildings, grounds, buses, bus stops or bus transfer stations, and 

transit to, at, and from off-campus locations where school sponsored events are held. 

School Volunteers—means persons, usually parents, who contribute uncompensated time to the 

schools.  There are two categories of volunteers:  

 Category A school volunteers have direct one-on-one access to students, in the presence or 

outside the presence of school employees, while performing such tasks as: chaperoning on 

school sanctioned overnight student travel, accompanying teachers and students on daytrips 

away from school, participating in school mentoring programs, assisting teachers in 

elementary classrooms, organizing and assisting in school sponsored events including 

sports and other extra-curricular activities on and off school premises. 

 Category B school volunteers perform their tasks separate from students or in the presence 

of school employees when students are present. Their duties may include: copying, 

bookbinding or other tasks assisting teachers; preparing school facilities for fashion shows, 

dances or other school social events; working on school athletic courts and fields; or 

landscaping school grounds. 

IV. Criminal Background Screening —Potential Employees   

To be considered for employment, the applicant must provide all reference information that 

is requested by district administration, which shall be held confidential and used only for the 
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purposes for which it was obtained.  Any misleading or false information submitted by an 

applicant shall be disqualifying; furthermore, if such is uncovered after employment, it shall be 

grounds for termination.  If information is obtained that reflects on an applicant’s fitness for 

employment, the applicant will be so advised and provided with opportunity to review, correct, 

and respond as warranted; however, district administration shall not reveal any source of 

confidential information concerning the applicant. 

If the interview process results in an offer of employment, district administration shall 

inform the applicant that they must submit to national and state criminal background checks not 

later than one week prior to beginning employment; and that the offer for employment is 

conditioned upon their submission to the checks and receipt of favorable reports from the checks 

(RIGL 16-2-18.1 (a)). 

However exempt from criminal background checks are employees who were hired prior to 

August 1, 2001 and who have been continuously employed in a Rhode Island elementary or 

secondary school (private or public) during the past twelve months and/or who have undergone a 

national criminal background check and a RI Bureau of Criminal Identification (BCI) check 

during the past twelve months and the results of these checks are made available to district 

administration (16-2-18.1 (a) and 16-2-18.2). 

V. Responsibilities—District Administration and Police Departments  

District administration will provide the applicant with a screening request form. The 

applicant will be instructed to present the filled-in screening request form to his or her state 

attorney general office or state or local police department for processing (16-2-18.1(b)).  

Applicants must appear in person to initiate the screening process, which includes fingerprinting.  

Applicants shall be responsible for all costs related to their criminal background screening (16-2-

18.1 (f)).      

The state attorney general, state or local police department conducting the criminal 

background screening will report to each the applicant and district administration whether or not 

disqualifying information was found.  If disqualifying information was found, the police 

department will inform the applicant of the nature of the disqualifying information, but will 

withhold such information from district administration (16-2-18.1(b) and (d)). 

A background screening report that reveals disqualifying information shall be grounds to 

disqualify the applicant for employment; however in accordance with RIGL 16-2-18.1.(c), the 

applicant may request that police officials send a copy of the report disclosing the nature of the  

disqualifying information to district administration for review and consideration of the 

applicant’s qualification for employment.  

In accordance with RIGL 16-2-18.1 (f), district administration shall maintain on file, subject 

to review, evidence that criminal background checks have been initiated on all  employees 

seeking employment subsequent to July 13, 1998, and the results of such checks. 

VI. Self-Reporting—Employees  

At any time police officials charge a school district employee with felonious criminal 

behavior, the employee shall, within two days of the date that the charge is filed, report such 

charge to the E-WG superintendent or the director of administration.  Failure to report the 

charges within two days shall subject the employee to disciplinary actions including up to 

termination of employment. 
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VII. Background Screening—Substitute Teachers 

Prior to teaching in E-WG schools, substitute teachers shall provide district administration 

with proof that they have either been continuously employed, or have substituted, in a Rhode 

Island elementary or secondary school (private or public) during the past twelve months, or that 

they have undergone and been cleared by a national criminal background check and a RI Bureau 

of Criminal Identification (BCI) during the past twelve months.  Such proof may be provided by 

either the substitute teachers or their agency, if applicable.  District administration shall only 

employ substitute teachers who are qualified by the background screening.  

VIII. Background Screening—Contractual Employees 

Prior to having direct unmonitored access to school children, contractual employees shall 

provide district administration with proof that they have undergone and been cleared by a 

national criminal background check and a RI Bureau of Criminal Identification (BCI) during the 

past twelve months.  Such proof shall be provided by either the contract employee or a third 

party who is the contract employee’s employer of record (16-2-18.1 9(e) (2).  

IX. Background Screening—School Volunteers 

This policy requires that all persons who are category A school volunteers as defined in 

section III of this policy, and all such future volunteers submit to the state criminal background 

screening (RI BCI) check (16-2-18.4 (a)).  Volunteers shall be responsible for the cost, if any, of 

their background screening (16-2-18.4 (f)). Background screening is not required of category B 

volunteers. 

Upon the effective date of this policy, school principals, or their designees, shall notify 

category A volunteers who are currently volunteering in their school that they must submit to the 

state criminal background screening (RI BCI) check); and  must submit a completed criminal 

background screening application (consent) form within one week.  (Such forms shall be 

available from the principal’s office or district administration.)  Volunteers shall have one week 

to return the completed form to the principal’s office or district administration; and there, 

appear in person and present their driver’s license or other pictured state identification for 

photocopying.  Subsequent to the effective date of this policy, requirements for the RI BCI 

check shall apply to all persons seeking category A volunteer status. 

The law (16-2-18.5) exempts screening of current or prospective volunteers who have 

undergone state criminal background screening within the past twelve months; provided that, 

district administration request from the RI bureau of criminal identification or the police 

department that conducted the screening a letter indicating the presence or absence of 

disqualifying information.  The law enforcement officials will respond indicating the presence or 

absence of disqualifying information, but will not disclose the nature of any disqualifying 

information.  District administration shall maintain on file all correspondence relating to such 

interactions (16-2-18.5). 

X Processing Criminal Background Screening –Volunteers    
The district administration, school principals, or their designees, shall review each 

volunteer’s application (consent) form for completeness and to verify the applicant’s identity. 

These school officials shall electronically forward the forms along with the photocopied 

identifications to the West Greenwich Police Department.  (Due to limited resources, the police 

department will accept requests for RI BCI checks only at the end of the school day and will 

require 48 hour response time to process BCI checks.)   
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The West Greenwich Police Department will report, in writing, to each the applicant 

volunteer and district administration whether or not the RI BCI check revealed disqualifying 

information.  If disqualifying information was found, the police department will inform the 

applicant of the nature of the disqualifying information, but will withhold such information from 

district administration (16-2-18.4 (b)). 

A BCI check that reveals disqualifying information shall be grounds to disqualify the 

applicant for volunteering.  However, a favorable report from a BCI check shall not alone qualify 

any person to serve as a volunteer. As a minimum, volunteering shall also require compliance 

with school policies and procedures, and cooperative relations with faculty and administration.  

Furthermore, school principals may impose additional qualifying requirements and shall reserve 

the right to disqualify any volunteer who fails to meet minimum requirements.      

XI. Five-Year Interval Re-Screening— School Volunteers  

All category A school volunteers must submit to re-screening every five years.  Re-

screening of volunteers shall consist of the RI BCI check in accordance with sections IX and X 

above.  District administration shall notify volunteers, in writing, when they must submit to the 

five-year re-screening.  

XII. Record Keeping—Qualified Volunteers 

District Administration shall collect and maintain on file, subject to inspection by the 

department of elementary and secondary education, all original volunteer applicant consent 

forms along with photocopied pictured identifications, police department BCI check reports, and 

all other correspondence relating to qualifying category A school volunteers (16-2-18.4 (f)).  

A record of persons who have qualified for volunteering, as a result of favorable reports 

from the RI BCI checks, shall be maintained in the superintendent’s office and distributed to 

each school in which they volunteer; and only those persons so qualified shall be allowed to 

volunteer.      

XIII. Applicable Rhode Island General Laws 
16-2-18.1  Criminal records review, 

16-2-18.2   Prior criminal records checks, 

16-2-18.4  Criminal records review for volunteers, and 

23-17-37   Disqualifying information. 

XIV. Dissemination 

This policy will be disseminated to all policy book holders. 

XV. Effective Date 

This amended policy shall become effective on the date of adoption by the school 

committee.  

1st Amendment Reading:     June 12, 2007                            

1st Amendment Adopted:    June 26, 2007                            

2nd Amendment Adopted:  August 12, 2008 

3
rd

 Amendment Adopted:    August 28, 2012 

1
st
 Revision Adopted:           July 16, 2013 

Amended:   September 9, 2014 


